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STATE OF UTAH Request for Proposal Solicitation Number:  RM4047
DIVISION OF PURCHASING Due Date:  11/18/03

Vendor Name:

CONTRACT FOR TRAINING AND CERTIFICATIONS TESTING WHICH WILL BE INCORPORATED IN THE "ENTERPRISE" CAREER
MANAGEMENT SYSTEM DELIVERED TO DEPARTMENT OF WORKFORCE SERVICES SUPERVISORS AND LINE STAFF THROUGHOUT THE
DEPARTMENT PER ATTACHED RFP.

THERE WILL BE A PRE-PROPOSAL CONFERENCE ON NOVEMBER 6, 2003 AT 9:00 A.M. AT DEPARTMENT OF WORKFORCE SERVICES,
ADMINISTRATION SOUTH, 1385 SOUTH STATE STREET, SALT LAKE CITY, UT 84111.

QUESTIONS ON SPECIFICATIONS CALL GILLIAN JOHNS-YOUNG AT (801) 526-9418.
QUESTIONS ON PURCHASING PROCESS (NOT RELATED TO SPECIFICATIONS) CALL ROSELLE MILLER AT (801) 538-3232.
RX: 600 41000000044
COMMODITY CODE: 91838




REQUEST FOR PROPOSAL - INSTRUCTIONS AND GENERAL PROVISIONS

1. PROPOSAL PREPARATION: (a) All prices and notations must be in
ink or typewritten.  (b) Price each item separately. Unit price shall be
shown and a total price shall be entered for each item bid. (c) Unit price
will govern, if there is an error in the extension. (d) Delivery time of
services and products as proposed is critical and must be adhered to. (e)
All products are to be of new, unused condition, unless otherwise
requested in this solicitation. (f) Incomplete proposals may be rejected. (g)
This proposal may not be withdrawn for a period of 60 days from the due
date. (h) Where applicable, all proposals must include complete
manufacturer’s descriptive literature. (i) By signing the proposal the offeror
certifies that all of the information provided is accurate, that they are willing
and able to furnish the item(s) specified, and that prices offered are
correct.

2. SUBMITTING THE PROPOSAL: (a) The proposal must be signed in ink,
sealed, and if mailed, mailed in a properly-addressed envelope to the
DIVISION OF PURCHASING, 3150 State Office Building, Capitol Hill, Salt Lake
City, UT 84114-1061. The "Solicitation Number" and "Due Date" must
appear on the outside of the envelope. (b) Proposals, modifications,
or corrections received after the closing time on the "Due Date" will be
considered late and handled in accordance with the Utah Procurement
Rules, section 3-209. (c) Your proposal will be considered only if it
is submitted on the forms provided by the state. Facsimile
transmission of proposals to DIVISION will not be considered. (d)
All prices quoted must be both F.O.B. Origin per paragraph 1.(c) and F.O.B.
Destination. Additional charges including but not limited to delivery,
drayage, express, parcel post, packing, cartage, insurance, license fees,
permits, costs of bonds, or for any other purpose must be included in the
proposal for consideration and approval by the Division of Purchasing &
General Services (DIVISION). Upon award of the contract, the shipping
terms will be F.O.B. Destination, Freight Prepaid with freight charges to be
added to the invoice unless otherwise specified by the DIVISION. No charge
for delivery, drayage, express, parcel post, packing, cartage, insurance,
license fees, permits, costs of bonds, or for any other purpose will be paid
by the state unless specifically included in the proposal and accepted by
DIVISION. (e) By signing the proposal the offeror certifies that all of the
information provided is accurate and that he/she offers to furnish
materials/services for purchase in strict accordance with he requirements
of this proposal including all terms and conditions.

3. SOLICITATION AMENDMENTS: All changes to this solicitation will be
made through written addendum only. Bidders are cautioned not to
consider verbal modifications.

4. PROPRIETARY INFORMATION: Suppliers are required to mark any
specific information contained in their bid which is not to be disclosed to the
public or used for purposes other than the evaluation of the bid. Each
request for non-disclosure must be accompanied by a specific justification
explaining why the information is to be protected. Pricing and service
elements of any proposal will not be considered proprietary. All material
becomes the property of the state and may be returned only at the state's
option. Proposals submitted may be reviewed and evaluated by any
persons at the discretion of the state.

5. BEST AND FINAL OFFERS: Discussions may be conducted with
offerors who submit proposals determined to be reasonably susceptible of
being selected for award for the purpose of assuring full understanding of,
and responsiveness to, solicitation requirements. Prior to award, these
offerors may be asked to submit best and final offers. In conducting
discussions, there shall be no disclosure of any information derived from
proposals submitted by a competing offeror.

6. SAMPLES: Samples, brochures, etc., when required, must be
furnished free of expense to the state and if not destroyed by tests may,
upon request made at the time the sample is furnished, be returned at the
offeror's expense.

7. DIVISION APPROVAL: Contracts written with the State of Utah, as a
result of this proposal, will not be legally binding without the written

approval of the Director of the DIVISION.

8. AWARD OF CONTRACT: (a) The contract will be awarded with
reasonable promptness, by written notice, to the lowest responsible offeror
whose proposal is determined to be the most advantageous to the state,
taking into consideration price and evaluation factors set forth in the RFP. No
other factors or criteria will be used in the evaluation. The contract file shall
contain the basis on which the award is made. Refer to Utah Code Annotated
65-56-21. (b) The DIVISION can reject any and all proposals. And it can
waive any informality, or technicality in any proposal received, if the DIVISION
believes it would serve the best interests of the state. (c) Before, or
after, the award of a contract the DIVISION has the right to inspect the
offeror's premises and all business records to determine the offeror's ability
to meet contract requirements. (d) The DIVISION will open proposals publicly,
identifying only the names of the offerors. Proposals and modifications shall
be time stamped upon receipt and held in a secure place until the due date.
After the due date, aregister of proposals shall be established. The
register shall be open to public inspection, but the proposals will be seen
only by authorized DIVISION staff and those selected by DIVISION to evaluate
the proposals. The proposal(s) of the successful offeror(s) shall be open for
public inspection for 90 days after the award of the contract(s). (e) Utah
has a reciprocal preference law which will be applied against bidders bidding
products or services produced in states which discriminate against Utah
products. For details see Section 63-56 20.5 -20.6, Utah Code Annotated.

9. ANTI-DISCRIMINATION ACT: The offeror agrees to abide by the
provisions of the Utah Anti-discrimination Act, Title 34 Chapter 35, U.C.A.
1953, as amended, and Title VI and Title VIl of the Civil Rights Act of 1964 (42
USC 2000e), which prohibit discrimination against any employee or applicant
for employment, or any applicant or recipient of services, on the basis of
race, religion, color, or national origin; and further agrees to abide by
Executive Order No. 11246, as amended, which prohibits discrimination on the
basis of sex; 45 CFR 90 which prohibits discrimination on the basis of age,
and Section 504 of the Rehabilitation Act of 1973 or the Americans with
Disabilities Act of 1990, which prohibits discrimination on the basis of
disabilities. Also offeror agrees to abide by Utah's Executive Order, dated
March 17, 1993, which prohibits sexual harassment in the workplace.
Vendor must include this provision in every subcontract or purchase order
relating to purchases by the State of Utah to insure that the subcontractors
and vendors are bound by this provision.

10. WARRANTY: The contractor agrees to warrant and assume
responsibility for all products (including hardware, firmware, and/or software
products) that it licenses, contracts, or sells to the State of Utah under this
contract for a period of one year, unless otherwise specified and mutually
agreed upon elsewhere in this contract. The contractor (seller)
acknowledges that all warranties granted to the buyer by the Uniform
Commercial Code of the State of Utah applies to this contract. Product liability
disclaimers and/or warranty disclaimers from the seller are not applicable to
this contract unless otherwise specified and mutually agreed upon elsewhere
in this contract. In general, the contractor warrants that: (1) the product will
do what the salesperson said it would do, (2) the product will live up to all
specific claims that the manufacturer makes in their advertisements, (3) the
product will be suitable for the ordinary purposes for which such product is
used, (4) the product will be suitable for any special purposes that the State
has relied on the contractor’s skill or judgement to consider when it advised
the State about the product, (5) the product has been properly designed and
manufactured, and (6) the product is free of significant defects or unusual
problems about which the State has not been warned. Remedies available to
the State include the following: The contractor will repair or replace (at no
charge to the State) the product whose nonconformance is discovered and
made known to the contractor in writing. If the repaired and/or replaced
product proves to be inadequate, or fails of its essential purpose, the
contractor will refund the full amount of any payments that have been made.
Nothing in this warranty will be construed to limit any rights or remedies the
State of Utah may otherwise have under this contract.

11. DEBARMENT: The CONTRACTOR certifies that neither it nor its principals
are presently debarred, suspended, proposed for debarment, declared



ineligible, or voluntarily excluded from participation in this transaction
(contract) by any governmental department or agency. If the
CONTRACTOR cannot certify this statement, attach a written explanation
for review by the STATE.

12. GOVERNING LAWS AND REGULATIONS: All State purchases are
subject to the Utah Procurement Code, Title 63, Chapter 56 Utah Code
Annotated 1953, as amended, and the Procurement Rules as adopted by
the Utah State Procurement Policy Board (Utah Administrative Code Section
R33). These are available on the Internet at www.purchasing.utah.gov.

(Revision 14 Mar 2003 - RFP Instructions)



Reguest for Proposal (RFP)
Utah State Department of Workforce Services
Training and Certification

PURPOSE

This Request for Proposal seeks to receive responses from companies, firms, or individuals, with
credentialed experience and expertise in devel oping and implementing employee training and
certification testing modules. The training and certification testing will be incorporated in the
“Enterprise” Career Management System and delivered to the Department’ s Supervisors and line staff
in various divisions and regions throughout the Department, see Attachment G.

This RFP is designed to provide interested Offerors with sufficient basic information to submit
proposals meeting minimum requirements, but is not intended to limit a proposa’s content or exclude
any relevant or essential data. Offerors are at liberty and are encouraged to expand upon the
specifications to evidence services capability under any agreement.

ISSUING OFFICE AND RFP REFERENCE NUMBER

The State of Utah Division of Purchasing is the issuing office for this document and all subsequent
addenda relating to it, on behaf of the Department of Workforce Services, hereafter known as the
Department. The reference number for the transaction is Solicitation # RM4047. This number must
be referred to on al proposals, correspondence, and documentation relating to the RFP.

SUBMITTING YOUR PROPOSAL

One origina and seven (7) identical copies of your proposal must be received at the State of Utah
Division of Purchasing, 3150 State Office Building, Capitol Hill, Sat Lake City, Utah 84114, prior
to the closing date and time specified. Proposals received after the deadline will be late and indligible
for consideration.

LENGTH OF CONTRACT

It is anticipated that this RFP may result in asingle award. The Contract resulting from this RFP will
be for a period of one year with three (3) one-year renewals at the State's discretion and by mutual
agreement.

STANDARD CONTRACT TERMS AND CONDITIONS

Any contract resulting from this RFP will include the State' s standard terms and conditions,
Attachment A.

Other terms and conditions of the RFP are:

Attachment B- Department’s Terms and Conditions

Attachment C- Information Disclosure

DISCUSSIONS WITH OFFERORS (ORAL PRESENTATION)

An oral presentation by an Offeror to clarify a proposal may be required at the sole discretion of the
State. However, the State may award a contract based on the initial proposals received without
discussion with the Offeror. If ora presentations are required, they will be scheduled after the
submission of proposals. Ora presentations will be made at the Offeror’s expense.

PRE-PROPOSAL CONFERENCE:

A pre-proposal conference will be held on November 6, 2003 at 9:00 am. Administration South,
1385 S. State St., Sdlt Lake City, UT 84111. Pre-submitted questions will be answered that day. Any




additional questions must be submitted by November 7, 2003 at close of business, Mountain Standard
Time.

All responses to the questions will be released as an addendum to the Request for Proposal (RFP). All
questions should be submitted in writing to Gillian Johns-Y oung Department of Workforce Services
P.O. Box 45249 Sdt Lake City, UT 84145-0249, email: gjohnsyoung@utah.gov.

SCHEDULE OF EVENTS

Pre-proposal conference November 6, 2003

Final Submission of questions November 7, 2003 end of business day MST
RFP Closes November 18, 2003 3:00 p.m. MST
Evduation of the RFP November 26, 2003

Contract commencing December 5, 2003

Initial report and analysisto December 22,2003

Department experts

Final action plan and January 20, 2004

deliverable plan

PROPRIETARY INFORMATION

The proposal of the successful Offeror(s) becomes public information. Proprietary information can
be protected under limited circumstances such as client lists and non-public financial statements.
Pricing and service elements are not considered proprietary. An entire proposal may not be marked
as proprietary. Offerors must clearly identify in the Executive Summary and mark in the body of the
proposal any specific proprietary information they are requesting to be protected. The Executive
Summary must contain specific justification explaining why the information is to be protected.
Proposals may be reviewed and evaluated by any person at the discretion of the Sate. All materias
submitted become the property of the State of Utah and may be returned only at the State's option.

SCOPE OF WORK

A. Generd Information:
Department employees with the classifications of Supervisor and Workforce Specidist | and 11, in
Eligibility, Employment, Business, and Unemployment Insurance Servicesare required to
understand and apply complex policies and procedures consistent with many state and federal
programs administered by the Department. Currently, the Department does not have aformalized
process that verifies its employees knowledge, skills, and abilities. The Department is
committed to providing the highest level of service in the most accurate and consistent way
possible. In addition, there is no formalized processto alow employees the opportunity to
demonstrate their mastery of critical competencies and be recognized for their expertise or
identified as needing remediation. The Department envisions a complete system of career
management. The components of this system are:
- Certification
- Employee Assessment and Gap Analysis
- Training
- Succession Management
One modd will be tailored for supervisors and will include both |eadership and technical core
competency components. Supervisors will be expected to complete certification testing within
one year of their promotion date. The other model will focus on the core competency components
required of front line jobs classified as Workforce Specialist | and 11 with the working titles of
Employment Counselor, Eligibility Specialist, Business Consultant, Information Specialist, and
Ul Claims Specidist. Most front line positions have a one-year probationary period and




certification would be required prior to employees moving into a merit position. Incumbentsin
each of the identified job classifications will also be required to certify.

B. Location Of Clientde:

The Employment Centers, Regional Centers, Eligibility Center and Administration Offices
throughout the State can be a resource for research, see Map Attachment F.

C. Departments Objectives For The Contractor:

Training Curriculum Evaluation/Development

Overview

Utilize the Department’s “Criticdl Competencies’ for Supervisors (see Attachment G,
Training Needs Analysis) to evaluate the Department’s existing leadership curriculum for
effectiveness and applicability. Recommendations for improving current training programs
are to be developed and delivered to the Department. = Recommendations may include
products designed and produced for the Department, or “ off-the-shelf” products. Further, the
most important tasks and competencies for the Employment, Eligibility, Business and
Unemployment Insurance (Ul) Benefits Services supervisory “technical skills’ component
are to be identified and curriculum devel oped to teach those skills.

Additionally, existing job descriptions, performance plans, edit processes, and core
curriculum for Workforce Speciaists | and Il with the working titles of Employment
Counselor, Eligibility Specidist, Business Consultant, Information Specialist and Ul Claims
Specialist are to be researched to identify critical skills sets on which to base certification
testing criteria and the core curriculum evaluated to ensure it sufficiently supports the
learning of the critical competencies. If segments of the existing core curriculum are found to
be not effective or applicable, products designed for improvement of current training
programs are to be developed and ddlivered to the Department.

The components of the Training Needs Analysis will be asfollows:

0 The Department has identified some of the tasks and competencies for Department

Supervisors, Lead Workers, and Workforce Specidists | and 11 with working titles of
Employment Counselor, Eligibility Specialist, Business Consultant, Information Specialist,
and Ul Claims Specialist.

The competencies identified through the Training Needs Analysis will help define the
certification tests subject domains, as well as their breadth and importance, guiding
respectively the appropriate number of questions and weightings for given competency
domains.

The successful Offeror will also develop an Individual Needs Analysis based on the
positiona needs analysis that will allow individuals and supervisors to assess the degree of
competency mastery for each individua which may help determine individual training needs
before certification testing.

The assessment tool should include an identification of systemic weaknesses, individual
training needs, and a prioritization of those needs. The following should be considered
during the development of the tool:

1) Research of existing concepts such as the Core Training Model, Service Delivery Design,
and Performance Evaluation Systems

2) Research of exigting training curriculum including leadership modules

3) Research Department’ s technical requirements and make recommendations for effective
administration, scoring, and recording of Certification Testing

4) Conduct workplace observations of Department employees

5) Conduct interviews with Department employees

6) Develop and capture data from questionnaires for Department employees

7) Thejob anaysis portion of the Training Needs Analysis will take advantage of prior job
analysis work conducted by Department on the positions in question



a) Prior job analyses of both employment supervisor and employment counselor
positions were conducted in order to build structured interviews for selection into those
positions. Assuch, alist of tasks and competencies were identified for each, aswell as
identification of the most important competencies.

b) Competenciesidentified during the Training Retreat and included in the Strategic
Training Plan

The solution will tie into Department’s overall Career Management System, including the
delivery system developed by WIT. The Training Needs Analysis will also complement other
Career Management System functions such as Succession Planning (including the Departmental
performance evaluation domains of “core duties’ and “ professional development”).

The solution will NOT include a computer platform for administration or data storage. Instead,
content will be developed (e.g., questions, response options, scoring keys, etc.) in a standard word
processing format (e.g., Microsoft Word). Additionally, descriptions of product design and
ddivery will be of sufficient detail that the Department can implement and maintain the product
without ongoing assistance.

Certification Testing Devel opment —

Overview

The solution, developed in conjunction with Department subject matter experts who will utilize,
review and approve proposed certification tests, will provide functional-based tests that measure
and certify skill attainment and competency of critica leadership and technica skills of
Supervisors and skill sets for Lead Workers, and Workforce Specidists | and 11 with the working
tittes of Employment Counselor, Eligibility Speciaist, Business Consultant, Information
Specialist, and Ul Claims Specidist. Three components of the Certification Module have been
identified for development and delivery:

6 A Certification Testing System that measures the level of competency of DWS Supervisors,
Lead Workers, Workforce Specidists | and |1, with the working titles of Employment Counselor,
Eligibility Specidist, Business Consultant, and Ul Claims Specialist must be developed see
Attachment |, Number of Incumbents in each Job Title. The process for implementing the before
mentioned system must also be described with sufficient detail so the Department may efficiently
put the product into service and maintain the product without ongoing assistance.

0 Develop an updateable and scalable Certification Testing System that assesses the level of
skill of each job function listed above and gauges employee progress as well as assesses and
documents the need for remediation. The system must aso be capable of including specific
profiles (i.e., necessary skills) in various domains and will need to include provisions for ensuring
perpetua usability.

o0 Develop functional-based tests to measure and certify skill attainment and competency of
critical leadership and technical skills of Supervisors and skill sets for each of the other job
functions.

Certification Testing Development Constraints
0 Department subject matter experts will be utilized to review and approve devel oped
certification tests.
o Pilot testing to ensure appropriateness of content, length, and testing modality will be
included in the fina product.
0 Vendor will provide a description of how the development of Certification Testing will
proceed and how the following required e ements will be incorporated:

a. The Department’s Core Curriculum Training Modules and System

b. Identified skill sets specific to job functions

c. Input from the Department’s subject matter experts

d. Use of professionaly accepted testing procedures to ensure vaidity and reliability; e.g.,

Item Response Theory and Classic Psychometric Test Theory
e. Procedures to be used to ensure security and confidentiaity



f. Professiona testing and test development standards such as American Psychological
Association (APA), Equal Employment Opportunity Commission (EEOC), American
Educational Research Association (AERA), and Society for Industrial and Organizational
Psychology (SIOP)

g. Utilization of standard assessment tools, i.e., AICC, SCORM, and Chi Test tracker

h. Limitless tests and questions to ensure individual responses without outside influence
(interactive Web testing)

i. Standardized and objective scoring mechanisms that result in the following profiles:

1) Knowledge and skill domains that have been mastered by each examinee using a
pass/fail cut score

2) Knowledge and skill domains that do not pass certification requirements and require
remediation

j. Adhere to guidelines of test development and provide necessary documentation that tests

arereliable, fair, valid, and do not result in adverse impact on protected groups

o Vendor will provide a description of how Certification Testing will be implemented, focusing
on the following:
a. Traning for staff in the administration of Certification Testing
b. Personne resources required for administration, tracking, and maintenance
c. Procedures for testing and piloting Certification Testing
d. Automated scoring and tracking methods
e. Limitlesstests and testing questions to facilitate test security and prevent practice effects
f. Timeline for developing and administering Needs Analysis and Certification Testing for
approximately 1200 employee
g. How the product will be compliant with standard assessment tools (AICC, SCORM, Chi
Test tracker)
h. How employees can access information via Robolnfo’'s RoboHelp and Robolnfo
information delivery systems from product
i. How vendor will partner with the Department’s Information Technology Division to
ensure products comply with system specifications defined by DWS WIT representatives

Certification Testing Product Constraints
Vendor will provide methodology and recommendations for delivery that will be used to ensure
testing is conducted in a secure and confidential environment.

All system requirements in all modules must be compatible with proposed and existing
administration, scoring, tracking, and delivery systems, i.e, Intranet, LMS, TRM, and other
systems.

The Department’s existing curriculum will be used as the foundation for each Certification
Testing Module. If segments of the existing core curriculum are found to be not effective or
applicable, products designed for improvement of current training programs are to be developed
and delivered to the Department.

Define how developed Certification Testing will measure competencies of current employees and
ensure new employees possess the level of mastery required to successfully pass their
probationary period or, for Supervisors, within one year of becoming a Supervisor.

Certification process must test not only an individual’s level of knowledge, but also their ability
to apply that knowledge.

Provide information on how feedback from employees and/or Information Technology staff will
be used to modify testing content or modality after a pilot of the testing has been completed and
how modification will be implemented.



The Training and Certification Testing products will need to complement other Career
Management System functions such as Needs Assessment and Succession Management
(including the Departmental performance evaluation domains of “core duties’ and “professional
development”).

PROPOSAL REQUIREMENTS AND COMPANY QUALIFICATIONS

o Certified copy of certificate of incorporation or other duly issued authorization to do business
o Name and address of corporate officers or partners

0 Statement that attached Proposal meets all requirements of the RFP

0 Statement that the Respondent agrees to al Standard Terms and Conditions of a Department of
Workforce Services Contract and to all applicable legal requirements including required liability
insurance.

PROPOSAL RESPONSE FORMAT

All Proposals Must Be Organized And Tabbed With Labels For The Following Headings:
RFP Form. The stat€’ s request for proposal form completed and signed.

Executive Summary. The one or two page executive summary is to briefly describe the
Offeror's proposal. This summary should highlight the major features of the proposal. It must
indicate any requirements that cannot be met by the Offeror. The reader should be able to
determine the essence of the proposal by reading the executive summary. Proprietary information
requests should be identified in this section. Provide background company information.

Detailed Response. This section should constitute the mgjor portion of the proposa and must

contain at least the following information:

0 A complete narrative of the Offeror's assessment of the work to be performed, the Offeror’s
ability and approach, and the resources necessary to fulfill the requirements. Offeror must
describe the communication and resource pathways they will employ to allow success for the
Department and it's employees. This should demonstrate the Offeror's understanding of the
desired overall performance expectations and how they would anticipate these performance
expectations to be measured and monitored.

0 A specific point-by-point response to each requirement in the RFP.

Cost Proposal: A cost evaluation will be done; the lowest, qualified respondent will receive the

highest evaluation for cost. The response must detail atota price for the proposed services. Any
options to the services must be detailed separately.

PROPOSAL EVALUATION CRITERIA:

A committee will evaluate proposals against the following weighted criteria. Each area of the
evaluation criteria must be addressed in detail in proposal.

WEIGHT EVALUATION CRITERIA

20% The respondent detailed how the specific program offered will integrate into a
functioning and integrated usable system within the time constraint. (See
Detailed Responsei & ii).

15% Demonstrated ability to meet the scope of work including deliverables and
meeting al deadlines (See Detailed Responsei & ii).

20% Demonstrated technical capability (proven track record). Describe if this service
has been delivered previoudly.

10% Qualification and expertise of staff proposed for this project.



5% Performance references for similar projects. References with companies and
state, city, county and federal governmental agencies.

30% Cost

100% Totd



10.

11.

12.

ATTACHMENT A: STANDARD TERMS AND CONDITIONS

AUTHORITY: Provisions of this contract are pursuant to the authority set forth in 63-56, Utah Code
Annotated, 1953, as amended, Utah State Procurement Rules (Utah Administrative Code Section R33), and
related statutes which permit the STATE to purchase certain specified services, and other approved purchases
for the STATE.

CONTRACT JURISDICTION, CHOICE OF LAW, AND VENUE: The provisions of this contract shall be
governed by the laws of the State of Utah. The parties will submit to the jurisdiction of the courts of the State of
Utah for any dispute arising out of this Contract or the breach thereof. Venue shall be in Salt Lake City, in the
Third Judicial District Court for Salt Lake County.

LAWS AND REGULATIONS Any and all supplies, services and equipment furnished will comply fully with
all applicable Federal and State laws and regulations.

RECORDS ADMINISTRATION: The CONTRACTOR shall maintain, or supervise the maintenance of all
records necessary to properly account for the payments made to the CONTRACTOR for costs authorized by
this contract. These records shall be retained by the CONTRACTOR for at least four years after the contract
terminates, or until all audits initiated within the four years, have been completed, whichever is later. The
CONTRACTOR agrees to allow STATE and Federa auditors, and STATE Agency Staff, @cess to all the
records to this contract, for audit and inspection, and monitoring of services. Such access will be during normal
business hours, or by appointment.

CONFLICT OF INTEREST: CONTRACTOR represents that none of its officers or employees are officers or
employees of the State of Utah, unless disclosure has been made in accordance with 67-16-8, Utah Code
Annotated, 1953, as amended.

CONTRACTOR, AN INDEPENDENT CONTRACTOR: The CONTRACTOR shal be an independent
contractor, and as such, shall have no authorization, express or implied, to bind the STATE to any agreements,
settlements, liability, or understanding whatsoever, and agrees not to perform any acts as agent for the STATE,
except as herein expressly set forth. Compensation stated herein shall be the total amount payable to the
CONTRACTOR by the STATE. The CONTRACTOR shall be responsible for the payment of all income tax
and social security amounts due as a result of payments received from the STATE for these contract services.
Persons employed by the STATE and acting under the direction of the STATE shall not be deemed to be
employees or agents of the CONTRACTOR.

INDEMNITY CLAUSE: The CONTRACTOR agrees to indemnify, save harmless, and release the STATE OF
UTAH, and al its officers, agents, volunteers, and employees from and against any and all loss, damages,
injury, liability, suits, and proceedings arising out of the performance of this contract which are caused in whole
or in part by the negligence of the CONTRACTOR'S officers, agents, volunteers, or employees, but not for
claims arising from the State's sol e negligence.

EQUAL OPPORTUNITY CLAUSE: The CONTRACTOR agrees to abide by the provisions of Title VI and
VIl of the Civil Rights Act of 1964 (42USC 2000e) which prohibits discrimination against any employee or
applicant for employment or any applicant or recipient of services, on the basis of race, religion, color, or
national origin; and further agrees to abide by Executive Order No. 11246, as amended, which prohibits
discrimination on the basis of sex; 45 CFR 90 which prohibits discrimination on the basis of age; and Section
504 of the Rehabilitation Act of 1973, or the Americans with Disabilities Act of 1990 which prohibits
discrimination on the basis of disabilities. Also, the CONTRACTOR agrees to abide by Utah's Executive
Order, dated March 17, 1993, which prohibits sexual harassment in the work place.

SEPARABILITY CLAUSE: A declaration by any court, or any other binding legal source, that any provision
of this contract is illegal and void shall not affect the legality and enforceability of any other provision of this
contract, unless the provisions are mutually dependent.

RENEGOTIATION OR MODIFICATIONS: This contract may be amended, modified, or supplemented only
by written amendment to the contract, executed by the parties hereto, and attached to the original signed copy of
the contract.

DEBARMENT: The CONTRACTOR certifies that neither it nor its principals are presently debarred,
suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this
transaction (contract), by any governmental department or agency. If the CONTRACTOR cannot certify this
statement, attach awritten explanation for review by the STATE.

TERMINATION: Unless otherwise stated in the Special Terms and Conditions, this contract may be
terminated, with cause by either party, in advance of the specified termination date, upon written notice being
given by the other party. The party in violation will be given ten (10) working days after notification to correct
and cease the violations, after which the contract may be terminated for cause. This contract may be terminated
without cause, in advance of the specified expiration date, by either party, upon 90 days prior written notice
being given the other party. On termination of this contract, all accounts and payments will be processed
according to the financial arrangements set forth herein for approved services rendered to date of termination.



13.

14.

15.

SALES TAX EXEMPTION: The State of Utah's sales and use tax exemption number is E33399. The tangible
personal property or services being purchased are being paid from State funds and used in the exercise of that
entity’s essential functions. If the items being purchased are construction materials, they will be converted into
real property by employees of this government entity, unless otherwise stated in the contract.

WARRANTY: The contractor agrees to warrant and assume responsibility for al products (including
hardware, firmware, and/or software products) that it licenses, contracts, or sells to the State of Utah under this
contract for a period of one year, unless otherwise specified and mutually agreed upon elsewhere in this
contract. The contractor (seller) acknowledges that all warranties granted to the buyer by the Uniform
Commercial Code of the State of Utah apply to this contract. Product liability disclaimers and/or warranty
disclaimers from the seller are not applicable to this contract unless otherwise specified and mutually agreed
upon elsewhere in this contract. In general, the contractor warrants that: (1) the product will do what the
salesperson said it would do, (2) the product will live up to all specific claims that the manufacturer makes in
their advertisements, (3) the product will be suitable for the ordinary purposes for which such product is used,
(4) the product will be suitable for any special purposes that the State has relied on the contractor’s skill or
judgement to consider when it advised the State about the product, (5) the product has been properly designed
and manufactured, and (6) the product is free of significant defects or unusual problems about which the State
has not been warned. Remedies available to the State include the following: The contractor will repair or
replace (at no charge to the State) the product whose nonconformance is discovered and made known to the
contractor in writing. If the repaired and/or replaced product proves to be inadequate, or fails of its essential
purpose, the contractor will refund the full amount of any payments that have been made. Nothing in this
warranty will be construed to limit any rights or remedies the State of Utah may otherwise have under this
contract.

PUBLIC INFORMATION: Contractor agrees that the contract will be a public document, as to distribution of
copies, and Contractor gives the STATE express permission to make copies of the contract and/or of the
response to the solicitation in accordance with the State of Utah Government Records Access and Management
Act. The permission to make copies as noted will take precedence over any statements of confidentiality,
proprietary information, copyright information, or similar notation.

(Revision date: Apr 24, 2002)
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ATTACHMENT B
ADDITIONAL DEPARTMENT OF WORKFORCE SERVICES
STANDARD TERMSAND CONDITIONS

CONFLICT OF INTEREST: The CONTRACTOR certifies, through the execution of the contract, that no personin
its and the DEPARTMENT=s employment, directly or through subcontract, will receive any private financial interest,
direct or indirect, in the contract. The CONTRACTOR will not hire or subcontract with any person having such
conflicting interest.

INDEPENDENT CONTRACTOR: CONTRACTOR acknowledges by signing this contract that no Social Security,
Federal, or State taxes will be withheld from payments under this Contract. However, payments under this contract
may be taxable and an information return (IRS Form 1099) showing total contract payments made during the year will
be sent to all contractors and to the Internal Revenue Services.

INSURANCE CLAUSE: The CONTRACTOR agreesto provide and to maintain during the performance of the
contract, at its sole expense, a policy of liability insurance naming the CONTRACTOR and the Sate of Utah asinsured
parties under the policy. Such insurance shall be amended to indicate that it is the primary coverage and not a
contributing coverage for the DEPARTMENT. The limits of the policy shall be no less than $500,000.00 for each
occurrence and $1,000,000.00 aggregate.

RENEGOTIATION OR MODIFICATIONS: No claim for services furnished by the CONTRACTOR not
specifically authorized by this Contract will be allowed by the DEPARTMENT.

ALLOWABLE COSTSAND PAYMENTS: Paymentstothe CONTRACTOR shall be made by the
DEPARTMENT after receipt of a monthly invoice submitted by the CONTRACTOR.

REDUCTION OF FUNDS: (N/Ato Open-Ended Contracts): The maximum amount authorized by this contract shall
be reduced or contract terminated if required by Federal/State law, regulation, or action or there is significant under
utilization of funds, provided the CONTRACTOR shall be reimbursed for all services performed in accordance with
this contract prior to date of reduction or termination. If funds are reduced, there will be a comparable reductionin
amount of servicesto be given by the CONTRACTOR. The DEPARTMENT will give the CONTRACTOR thirty (30)
days notice of reduction.

CITING DEPARTMENT IN ADVERTISING: The CONTRACTOR agrees to give credit to the Department of
Workforce Services for funding in al written and verbal advertising or discussion of this program such as brochures,
flyers, informational materials, talk shows, etc. All formal advertising or public information programs will be
coordinated with Public Information Officer for the Department.

DRUG-FREE WORKPLACE: The CONTRACTOR understands that the Department provides adrug-free
workplace in accordance with all federal and state laws and regulations. The CONTRACTOR agrees to abide by the
Department's drug-free workplace policies while on Department premises.

TERMINATION (FUND-OUT): The CONTRACTOR acknowledges that DEPARTMENT cannot contract for the
payment of funds not yet provided by the Federal Government or appropriated by the Utah State Legislature and the
Department cannot guarantee funding under this contract since it may be altered by an act of the Federal Government
or the Utah State L egislature occurring before the expiration of this contract. Therefore, in the event that Department
failsto receive appropriations then the Department may, by giving at least 60 days advance written notice, terminate
this contract. DEPARTMENT will reimburse CONTRACTOR for services performed up through the date of
cancellation.

CONTRACTOR ASSIGNMENT: Notwithstanding the DEPARTMENT'sright to assign the rights or duties
hereunder, the CONTRACTOR agrees and understands that this contract is based on the reputation of the
CONTRACTOR, and this contract may not be assigned by the CONTRACTOR without the written consent of the
DEPARTMENT. Any attempted assignment by the CONTRACTOR without the DEPARTMENT'S written consent
shall be wholly void.

OVERPAYMENT/AUDIT EXCEPTIONS/DISALLOWANCES: The CONTRACTOR agrees that if during or
subsequent to the contract CPA audit or DEPARTMENT OF WORKFORCE SERVICES Internal Review & Audit
determines that payments were incorrectly reported or paid, the DEPARTMENT may amend the contract and adjust the
payments. In contracts, which include a budget, CONTRACTOR expenditures to be eligible for reimbursement must be
adequately documented. The CONTRACTOR will, upon written request immediately refund any overpayments
determined by audit and for which payment has been made to the contractor, to the DEPARTMENT. The
CONTRACTOR further agrees that the DEPARTMENT shall have the right to withhold any or all-subsequent
payments under this or other contracts with the CONTRACTOR until recoupment of overpayment is made.
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SERVICE CODE COST SUMMARY: When requested by the DEPARTMENT, the CONTRACTOR shall submit
to the DEPARTMENT actua cost expenditures under this contract and specific service code. If selected for review,
the DEPARTMENT will request cost data as early as ninety-one (91) days after completion of the prior contract period.
Reported costs shall be in accordance with the DEPARTMENT Cost Principles. Service Code Cost Summaries
submitted are subject to review by DEPARTMENT audit. Therefore, Cost Summaries should agreein total (andin
detail where possible) to any other financial information submitted to the DEPARTMENT. Such financial information
would include audit reports, financial statements, etc. Cost Summaries, which are found to disagree with other
financial information submitted to the DEPARTMENT, may be subject to further investigation.

LICENSING AND STANDARD COMPLIANCE: The CONTRACTOR currently meets all applicable licensing or
other standards required by Federal and State laws or regulations and ordinances of the City/County in which services
and/or care is provided and will continue to comply with such licensing or other applicable standards and ordinances
for duration of this contract period. Failureto secure or maintain alicense shall support abasis for cancellation of this
contract.

GRIEVANCE PROCEDURE: The CONTRACTOR agreesto establish a system through which recipients of the
purchased services may present grievances about the operation of the program asit pertains to and affects said
recipient. The CONTRACTOR will advise recipients of their right to present grievances concerning denial or
exclusion from or operation of the program, and to a determination by the Department of Workforce Servicesin these
instances. The CONTRACTOR will advise applicants in writing of rights and procedures to appeal. In the event of a
grievance, the contractor will notify the Department of the grievance and it's resolution. If no resolution is reached
with the contractor, the grievance will be forwarded to the Department for processing through the Department's
Administrative Process.

IMPOSITION OF FEES: The CONTRACTOR will not impose any fees upon clients given services under this
contract except as authorized by the DEPARTMENT.

PROTECTION AND USE OF CLIENT RECORDS: The use or disclosure by any party of any information
concerning a client for any purpose not directly connected with the administration of the DEPARTMENT's or the
CONTRACTOR's responsibilities with respect to services purchased under this agreement is prohibited except on
written consent of the client, his attorney, or his responsible parent or guardian. The Contractor will be required to sign
the Confidential Information Certification.

CONSULTATION/TECHNICAL ASSISTANCE: The DEPARTMENT will supply appropriate
consultation/technical assistance as indicated/requested by the CONTRACTOR to assure satisfactory performancein
providing the contracted services.

CODE OF CONDUCT: The CONTRACTOR agreesto follow and enforce the Department of Workforce Services
Code of Conduct, Utah Administrative Code, R982-601-101 et seq. The CONTRA CTOR assures that each employee
or volunteer receives a copy of Code of Conduct. A signed statement to this effect must be in employee'svolunteer's
file subject to inspection and review by the DEPARTMENT monitors.

THIRD-PARTY REIMBURSEMENT AND PROGRAM INCOME: OTHER CONTRACTS: The
CONTRACTOR isrequired to pursue reimbursement from all other sources of funding available for services
performed under this contract. Other sources of funding include, but are not limited to third-party reimbursements and
program income.

In no instance shall any combination of other sources of funding and billingsto DEPARTMENT OF
WORKFORCE SERVICES be greater than "necessary and reasonabl e costs to perform the services' as
supported by audited financial records. Collections over and above audited costs shall be refunded to
DEPARTMENT OF WORKFORCE SERVICES.

BILLINGS: Billingsand claims for services must be received within twenty (20) days after the last date of service for
the period billed including the final billing, which must be submitted within twenty (20) days after contract termination
may be delayed or denied.

FINANCIAL/COST ACCOUNTING SYSTEM: The CONTRACTOR agrees to maintain a financial and cost
accounting system in accordance with generally accepted accounting principles. At aminimum, the CONTRACTOR's
accounting system shall provide for a General Ledger, and cost accounting records adequate to assure that costs
incurred under this contract are reasonable, allocable to contract objectives, and separate from costs associated with
other business activities of the CONTRACTOR. The CONTRACTOR further agreesthat all program expenditures and
revenues shall be supported by reasonable documentation (vouchers, invoices, receipts, etc.), which shall be stored and
filed in a systematic and consistent manner. The CONTRACTOR further agrees to retain and make available to
independent auditors, State and Federal auditors, and program and contract reviewers all accounting records and
supporting documentation for a minimum of four (4) years after the expiration of this contract. The CONTRACTOR
further agrees that, to the extent it is unable to reasonably document the disposition of monies paid under this contract,
it is subject to an assessment for over-payment.
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CHANGESIN BUDGET (Cost Reimbursement Contracts Only): The budget attached hereto shall be the basis for
payment. The CONTRACTOR may not make any adjustment in budgeted funds from Category |11, "Program
Expenses’ to either Category |, "Administration” or Category |1, "Capital Expenditures’ or between Categories| and I,
without prior written approval by the DEPARTMENT. Expendituresin excess of those budgeted in either Category |
or |1 may be considered questioned costs. Resolution of such questioned costs will normally result in a request that
such excesses be refunded to the DEPARTMENT. The CONTRACTOR may, however, shift between either Category
I or 11 to Category 111 without prior approval. Expendituresin excess of those budgeted in Category 111 will not
normally result in questioned costs unless restrictions have been placed on subcategories within this major category.
When the contract restricts expenditures within defined subcategories, any unapproved excess will be considered a
questioned cost.

NON-FEDERAL MATCH: For those contracts requiring a non-federal match said match shall be in accordance with
provisions of Title 45 CFR, Part 74, Sub-part C. Other funding sources may require different non-federal match
amounts will be indicated within the Budget.

ADMINISTRATIVE EXPENDITURES: Tota administrative expenditures (Category ) may not exceed fifteen
percent of total program expenditures without prior written approval from DEPARTMENT OF WORKFORCE
SERVICES, Executive Director.

CONTRACT RENEWAL: The CONTRACT OR agrees, for any contract issued as aresult of an RFP/bid the
DEPARTMENT shall unilaterally have the right to initiate renewal of such a contract, in accordance with the
provisions of the RFP/bid at alevel of funding to be decided at the time of renewd.

CONTRACTOR RELATIONSHIP: The relationship of the DEPARTMENT and the CONTRACTOR hereunder
shall be that of an independent contractor. Under no circumstances shall an employee agent or representative of either
party be represented as, or be deemed to be, an employee, agent or representative of the other party for any purpose
whatsoever.

WARRANTIES: CONTRACTOR warrantsthat all services shall be performed in a professional and workmanlike
manner consistent with best industry practice; and in accordance with the Work Statement. CONTRACTOR agrees to
abide by al applicable laws, regulations, and industry standards when performing services for the DEPARTMENT.

TERMINATION UPON DEFAULT: Inthe event this contract is terminated as aresult of adefault by the
CONTRACTOR, the DEPARTMENT may procure or otherwise obtain, upon such terms and conditions as the
DEPARTMENT deems appropriate, services similar to those terminated, and CONTRACTOR shall beliable to the
DEPARTMENT for any damages arising there from, induding attorneys fees and excess costs incurred by the
DEPARTMENT in obtaining similar services.

GOVERNMENT RECORDSACCESS MANAGEMENT ACT (GRAMA): The Contractor should be aware that
all documents produced from this contract will be subject to the State's Access to Public Records policy, Title 63,
Chapter 2, U.CA.

CONTRACTOR'SRESPONSIBILITIES: The Department will enter into contractual contract with the
CONTRACTOR only. The CONTRACTOR shall be responsible for all services asrequired by the RFP/bid.

HUMAN SUBJECTS RESEARCH: The CONTRACTOR shall not conduct research-involving employees of the
DEPARTMENT or individuals receiving services (whether direct or contracted) from the DEPARTMENT.

METHOD AND SOURCE OF CONTRACTOR PAYMENT: The DEPARTMENT agrees to reimburse the
CONTRACTOR in accordance with the attached budget. Warrant drawn against the State of Utah, will be made upon
receipt of itemized billing for authorized services provided and supported by information contained on reimbursement
forms supplied by DEPARTMENT.

PAYMENT WITHHOLDING: The CONTRACTOR agrees that the reporting and record keeping requirements
specified in this contract are a material element of performance and that if, in the opinion of the DEPARTMENT, the
CONTRACTOR's record keeping practices and/or reporting to the DEPARTMENT are not conducted in atimely and
satisfactory manner, the DEPARTMENT may withhold part or all payments under this or any other contract until such
deficiencies have been remedied. In the event of the payment(s) being withheld, the DEPARTMENT agrees to notify
the CONTRACTOR of the deficiencies that must be corrected in order to bring about the release of withheld payment.

FINANCIAL REPORTING: When classified as Service Provider (not sub recipient), CONTRACTORS shall
provide an independent audit of their entity in accordance with Government Auditing Standards (GAS Y ellow Book).
CONTRACTORS shall also provide financial statements (a balance sheet, income statement, statement of cash flows,
statement of functional expense, and notesto the financial statements) prepared in accordance with Generally Accepted
Accounting Principles (GAAP).
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When classified as aprivate non-profit or profit entity, CONTRACTORS shall submit a copy of its audit report to the
DEPARTMENT within one year of the close of the entity's fiscal year.

An entity filing only financial statements shall submit the financial statements within five (5) months of the close of the
entity'sfiscal year. If this entity choosesto submit an audit report instead of the financial statements, DEPARTMENT
OF WORKFORCE SERVICES internal audit must be notified of this decision prior to the end of the five-month
reporting deadline. If moretimeis needed, prior approval may be obtained from DEPARTMENT OF WORKFORCE
SERVICES internal audit.

Audit reports and financial statements should be sent to the DEPARTMENT OF WORKFORCE SERVICES /Budget
and Audit, P.O. Box 45249 Salt Lake City, Utah 84145-0249. All CONTRACTORS are subject to periodic fiscal
reviews by DEPARTMENT OF WORKFORCE SERVICES.

MONITORING: The DEPARTMENT will monitor the service given by the CONTRACTOR for each eligible client
and the results obtained using this contract and the attached goals and service objectives and methods as criteria.

DEPARTMENT COST PRINCIPLES: The CONTRACTOR agreesto abide by Federal and Department Cost
Principles as applicable to contract.

NOTIFICATION OF THE INTERNAL REVENUE SERVICE: ItisDepartment of Workforce Services policy to
notify the Internal Revenue Service of any violations of IRS regulations uncovered as aresult of its dealings with
providers.

RELATED PARTIES: The CONTRACTOR shall not make payments to related partiesin any category of
Administration, Capital Expenditures, or Program Expenses without the prior written consent of the DEPARTMENT.
Payments to related parties may include, but are not limited to: salaries, wages, compensation under employment or
service contracts, or payments under purchase, lease, or rental contracts. Payments made by the CONTRACT OR to
related parties without such prior written consent may be disallowed and may result in an overpayment assessment.
For the purpose of defining paymentsto related parties under a contract;

a The CONTRACTOR shall be defined to include all owners, partners, directors, and officers of the
CONTRACTOR or others with authority to establish policies and make decisions for the CONTRACTOR.

b.  Persons and/or organizations shall be considered related parties when any of the following conditions exist:
i. A person and/or organization with directors, officers, or others with the authority to establish
policies and to make decisions for the organization who is/are related to CONTRACTOR through
blood or marriage, as defined by U.C.A., Section 52-3-1(1)(d) as father, mother, husband, wife,
son, daughter, sister, brother, uncle, aunt, nephew, niece, first cousin, mother-in-law, father-in-law,
brother-in-law, sister-in-law, son-in law, or daughter-in-law.

ii. Anorganization hasin common with the CONTRACTOR either: &) owners or patnerswho
directly or indirectly own ten percent (10%) or more of the voting interest of the organization;
and/or b) directors, officers or others with authority to establish policies and make decisions for the
organization.

The CONTRACTOR isobligated toimmediately call any contemplated or actual related party payment to the attention
of the DEPARTMENT. Upon notification of related party payment, the DEPARTMENT may, at its discretion, require
that the CONTRACTOR undertake competitive bidding for the goods or services, require satisfactory cost justification
prior to payment, or take other steps that may be necessary to assure that the goods or services provided afford the
DEPARTMENT asatisfactory level of quality and cost. Any related party payments contemplated under this contract
are specified asfollows: (if none, please so state).

PRICE REDUCTION FOR DEFECTIVE COST OR PRICING DATA: If any price, including profit or fee,
negotiated in connection with this contract, or any cost reimbursable under this contract was increased by any
significant sum because the CONTRACTOR furnished cost or pricing data (e.g., service code cost summaries, salary
schedules, reports of prior period costs, etc.) which was not accurate, complete, and current, the price or cost shall be
reduced accordingly and the contract shall be modified in writing as may be necessary to reflect such reduction, and
amounts overpaid shall be subjected to overpayment assessments. Any action the DEPARTMENT may takein
reference to such price reduction shall be independent of, and not be prejudicial to, the DEPARTMENT'sright to
terminate this contract.

PAYMENT RATES (Does Not Apply to Contracts With DEPARTMENT OF WORKFORCE SERVICES Set
Rates): Initial payment rates for negotiated contracts may be calculated based on actual expenditures for prior period,
available budget and changesin the type or quality of service. The rates may be adjusted up or down during the
contract term in accordance with prior paid actual costs or areview of current costs verified by audit or fiscal review.
Such arate adjustment may be retroactive to the beginning of the contract. Ratesfor contracts awarded as aresult of
the competitive bidding process will not be changed during the contract term.
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EQUAL OPPORTUNITY CLAUSE Section 188 of the Workforce Investment Act of 1998 (WIA), which prohibits

discrimination against all individuals in the United States on the basis of race, color, religion, sex, national origin, age,
disability, political affiliation or belief, and against beneficiaries on the basis of either citizenship/status as alawfully
admitted immigrant authorized to work in the United States or participation in any WIA Title I-financially assisted
program or activity;

Title VI of the Civil Rights Act of 1964, as amended, which prohibits discrimination on the bases of race, color, and
national origin;

Section 504 of the Rehabilitation Act of 1973, as amended, which prohibits discrimination against qualified
individuals with disabilities;

The Age Discrimination Act of 1975, as amended, which prohibits discrimination on the basis of age; and

Title 1X of the Education Amendments of 1972, as amended, which prohibits discrimination on the basis of
sex in education programs.



DEPARTMENT OF WORKFORCE SERVICES
DISCLOSURE OF INFORMATION
ATTACHMENT C

The CONTRACTOR will comply with the following measures to protect the privacy of the information released under this
agreement against unauthorized access or disclosure:

1

The information shall be used only to the extent necessary to assist in the purposes identified within this contract
and shall not be re-disclosed for any purpose not specifically authorized in this contract.

The information shall be stored in a place physically secure from access by unauthorized persons.

Information in electronic format, such as magnetic tapes or discs shall be stored and processed in such away that
unauthorized persons cannot retrieve the information by computer, remote terminal or any other means.
Precautions shall be taken to ensure that only authorized personnel are given access to on-linefiles.

The CONTRACTOR shall instruct all authorized personnel regarding the private nature of the information and
that State and Federal law provides sanctions for the unauthorized disclosure.

The CONTRACTOR shall permit the Utah DWS, the United States Department of Labor, Department of Health
and Human Service (and other authorized federal officials) to make on-site inspections to insure that the
requirements of this contract, State laws, and federal statutes and regulations are being met.

Contractor

Date



ATTACHMENT D
JOB ANALYSIS QUESTIONAIRES
JAQ



STATE OF UTAH

JOB ANALY SISQUESTIONNAIRE
Information provided will be used to classify your job and/or develop performance standards-please be complete.

Date Job Title Department Division/Region Name Timein current position __ yrs. __mos.
Workfor ce Services Spec || DWS
Career Schedule Workingtitle Job ID # Pay Range Position ID LOW ORG Distribution
B 30106 37-4
Name, title and pay range of supervisor Benchmark EEO Designation FLSA Status Shift
30005 2 N

BCI Sensitive
(attach comments if so)

Working Level

__ Entry level_X Working level
Lead/Senior level__Supervisor level
Executive level___Manager level

Training Required

Education/Degree

Certification/Licensure

Safety Sensitive

COMMENTS

YES

NO

The following criteria apply in determining whether a position
is designated as Asafety sensitivef and is subject to ongoing or
random drug testing as a condition of employment.

Position may require a Commercial Drivers
License (CDL).

Position requires P.O.S.T. certification.

Position subject to drug and alcohol testing under
Omnibus Transportation Employee Testing Act of
1991.

Position involved in work that directly impacts the
safety or welfare of the general public (i.e. law
enforcement, snow removal, highway

1 Position may require a valid drivers license and use
of personal vehicle.

Response Time required

On Call

Travel Required

Drivers License Required
Operators License
CDL

Citizenship Required




maintenance).

5. Position involved in work requiring access to
controlled substances.
6. Position requires employeeto carry or have access

to firearms or class a explosives.

If any of the above items are checked then the position is safety
sensitive and subject to drug testing.

Minimum Age Required




STATE OF UTAH

JOB ANALY SISQUESTIONNAIRE
Information provided will be used to classify your job and/or develop performance standards-please be complete.

What is the primary purpose of this position?
To deliver abroad range of services to the workforce including employers, job seekers and other customers. These services typically include assessing goals and needs, job development, employment counseling, an
arranging for temporary supportive services. Serve as a mentor to other employment counselors. To exhibit professional behavior and provide exceptional customer service.

Describe in detail the major functions of the position. List functionsin order of importance and indicate the time percentage spent on each. Describe the position in terms of what you "do" rather than "what gets
done." Be sure to cite statutory responsibilities, if any.

DUTY % OF DUTY Duty is Knowledge, Skills, Abilities, and other job requirements Skill is
NO. TIME Essential/ Require
Margina esired
1 Use professional skills to assess specific needs of DWS customers and K nowledge:
services to be delivered. Knowledge and understanding of basic human behavior
Knowledge and ability to acquire, interpret and implement Department programs and
2 Serve as a mentor to other employment counselors by explaining and services
clarifying policies and regulation and by assisting with more difficult Knowledge of computer terminal operations, personal computersand pertinent
cases and policy questions. software applications
Knowledge of local labor market dynamics and issues.
3 Provide quality service to employers by determining level of services
needed. Assist in locating, screening and referring qualified job seekers Skills:
who meet the employers specifications. Provide quality serviceto job Skills and ability in interviewing techniques and practices
seekers by providing labor market information, knowledge of job- Effective interpersonal skillsin dealing with sensitive client situations
seeking skills and referrals to job openings.
Abilities:
4 Provide career counseling and/or plan development with job seekers Ability to assess customer needs for training and other services required for
regarding goals, objectives and activities that lead to employment. Plans employment
are developed by matching knowledge of labor market demands with
recognition of the job seeker:s strengths, abilities, barriers, and Five essential employment behaviors:
consideration of support service needs. Ability to conform to Workforce Services policies, to include attendance
5 Determine eligibility, refer and/or provide inter-intra agency supportive Attendance must be adeguate to acceptably perform listed job duties
services from avariety of funding sources while encouraging self-
sufficiency. Ability to accept supervision
6 Assist customers through monitoring and evaluation of progress towards Ability to work and interact with peers, team members, and others in accomplishing

implementation of goals. Negotiate plan modifications based on
considerations of changes and impacts on the customer=s situation.
Complete customer record information in processing which includes
computer entry, progress data, updates, changes and record-keeping.

agency goals and objectives

Ability to work effectively with customers and othersin a friendly, cooperative and
professional manner




Coordinate services with team members. Actively participate in staff Ahility to deal with and handle crises and stressful situations
7 meetings and share information and best practices with counterparts.

Ability to solve unusual and difficult problems
Other duties as assigned.

(USE EXTRA SHEETS IF NECESSARY)

Which function is the most complex, or difficult to perform and why?

What guidelines (e.g., manuals, established policies and procedures, traditional practices, etc.) are available to aid you in your job and what judgment is needed to apply them?

Describe the projects, assignments, programs, etc. for which you are accountable.

Indicate the decisions you have the authority to make on your own in performing your job.

Describe how your work product affects the work of other individuals both internal and external to your organization.

Describe the type of instructions you receive fromyour supervisor. Please cover the following areas: do you receive specific or general instructions from your supervisor? are your job assignments prioritized by you
or your supervisor? how closely and how often is your work reviewed?

Indicatethet ype and size of the total work force you lead, supervise, manage, or direct, (include non-state employees, such as inmates, patients, volunteers, National Guardsmen, etc.).



Of the work force you supervise, indicate the positions you directly supervise and evaluate through a performance appraisal.

Describe your budget responsibilities. Indicate your authority for budget decisions and the size of the budget for which you have responsibility.

Identify the individuals with whom you have frequent, recurring work contacts and the purpose of the contact.
Contact Purpose

Describe the general physical demands and working conditions of your job (e.g., normal office conditions, regular travel - amount, continuous walking/standing, regular lifting - amount, uncomfortable or adverse
conditions, occupational hazards).

Which Knowledge, Skills or Abilities are the most important or necessary for the performance of this position

Did the employee describe the job correctly and completely? (TO BE COMPLETED BY THE SUPERVISOR)



Please comment on the employees statements.

Employee Signature

Supervisor Signature

Analyst Signature

PHYSICAL REQUIREMENTS ANALYSIS

See "Instructions for Completing the Job Analysis Questionnaire” for instructions. Item A, "Physical Reguirements Classification” is required for al positions. Item B isrequired for all positions
which are not classified as "sedentary/light duty". Item B. below may also be used as a comprehensive Physical Requirements Analysis in the event of a request for reasonable accommodation by an applicart or
current employee who declares a disability.
A. PHYSICAL REQUIREMENTS CLASSIFICATION:

Check one:

_ X__ Sedentary/light duty* Moderate physical requirements Strenuous Physical requirements

B. DETAILED PHYSICAL REQUIREMENTSANALYSIS
This section must be completed for positions classified as "moderate” or "strenuous” in Item A. For correct codes, see Department of Human Resource Management, Job Analysis Questionnaire Instructions,
Page 5, Step 7.

Machines or Tools used:

Vehicles or equipment driven:

Endurance (hours at one time) Total Hours Per Shift
sit
stand
walk
drive
Physical Requirement Task Number(s) Frequency (see codes) Physical Requirement Task Number(s) Frequency (see codes)
__ it __Ib. __ repeated use-fingers
___cary___Ib. ____grasp
__ talk/hear __ finger dexterity



___push

_ see

___climb

_ pull

___bend

__ stoop or kneel

__twistor twist & lift

_ crawl

____usefoot controls

____eye-hand coordination

__ balance

__reach/shoulder

___repeated use of arms

__ repeated use of wrist
and/or hands

____eyefoot coordination

___walk on either level
or uneven surface

___driving on rough
terrain

____ other:

Comments:



STATE OF UTAH
JOB ANALY SIS QUESTIONNAIRE

Information provided will be used to classify your job and/or develop performance standards-please be complete.

Date Job Title Department Division/Region Name Timein current position __ yrs. __mos.
L ead Employment Counselor DWS
Career Schedule Workingtitle Job ID # Pay Range Position ID LOW ORG Distribution
L ead Employment Counselor 39-56
Name, title and pay range of supervisor Benchmark EEO Designation FLSA Status Shift
30005 2 Non-Exempt

BCI Sensitive
(attach comments if so)

Working Level

__ Entry level___ Working level
_X_Lead/Senior level__Supervisor level
Executive level___Manager level

Training Required

Education/Degree

Certification/Licensure

Safety Sensitive

COMMENTS

YES

NO

The following criteria apply in determining whether a position
is designated as Asafety sensitivef and is subject to ongoing or
random drug testing as a condition of employment.

1.

Position may require a Commercial Drivers
License (CDL).

Position requires P.O.S.T. certification.

Position subject to drug and alcohol testing under
Omnibus Transportation Employee Testing Act of
1991.

Position involved in work that directly impacts the
safety or welfare of the general public (i.e. law
enforcement, snow removal, highway

1 Position may require a valid drivers license and use
of personal vehicle.

Response Time required

On Call

Travel Required

Drivers License Required
Operators License
CDL

Citizenship Required




maintenance).

5. Position involved in work requiring access to
controlled substances.
6. Position requires employee to carry or have access

to firearms or class a explosives.

If any of the above items are checked then the position is safety
sensitive and subject to drug testing.

Minimum Age Required




STATE OF UTAH
JOB ANALY SIS QUESTIONNAIRE
Information provided will be used to classify your job and/or develop performance standards-please be complete.

What is the primary purpose of this position? Provide technical assistance and training for other staff membersin order to ensure exceptional customer service. Assist supervisor and management as directed. Act g
role model for DWS team members by exhibiting professional behavior and providing exceptional customer service.

Describe in detail the major functions of theposition. List functionsin order of importance and indicate the time percentage spent on each. Describe the position in terms of what you "do" rather than "what gets
done." Be sure to cite statutory responsibilities, if any.

DUTY % OF DUTY Duty is Knowledge, Skills, Abilities, and other job requirements Skill is
NO. TIME Essential/ Require
Margina Desired
1 Assist supervisor with planning, guiding, monitoring, coordinating and Knowledge:
assigning work performed by the team. Ensure exceptional customer Knowledge and understanding of basic human behavior
service and program integrity. Train staff individually and in groups
on the use of technology, policy, procedures, and available resour ces. Knowledge of department and community programs and services available to
Act as aresource for policy clarifications, problem solving, and technical customers
assistance. In absence of supervisor, assume supervisory responsibilities.
Knowledge and skill in using principles, methods and techniques of effective
Provide quality service to employers by determining level of supportive supervision, training, personnel and fair employment practices
2 services needed and by assisting in locating, screening, and referring
qualified job seekers who meet the employers specifications. Provide Knowledge of computer terminal operations, personal computers, and pertinent
career counseling and/or plan development with job seekers. Determine software applications
eligibility, refer and provide inter/intra agency supportive services from a
variety of funding sources. Knowledge of local labor market dynamics and issues
Assist customers through monitoring and evaluation of progress towards Skills:
3 implementation of goals. Decide need for plan modifications based on Skill in interviewing techniques and practices
considerations of changes and impact on the customer:s situation.
Effective interpersonal skills in dealing with sensitive customer situations
Coordinate services with team members. Commit to development,
implementation, and exchange of best practices. Work towards service
4 integration through cross training, job shadowing, mentoring, and the use Abilities:
of technology. Ability to assess customer needs for training and other services required for
employment
Other duties as assigned.
Ability to train large and small groups in policies, regulations and processes
5

Ability to attend to administrative detail

Five essential employment behaviors:




Ability to conform to Workforce Services policies including attendance, absences
and evaluations

(USE
EXTRA

SHEETSIF
NECESSAR

v)
DUTY
NO.

% OF
TIME

DUTY

Duty is
Essential/
Marginal

Knowledge, Skills, Abilities, and other job requirements

Skill is
Require
Desired

Attendance must be adequate to acceptably perform listed job duties
Ability to accept supervision

Ability to work and interact with peers, team members, and others in accomplishing
agency goals and objectives

Ability to work effectively with customers and othersin a friendly, cooperative and
professional manner

Ability to deal with and handle crises and stressful situations







Which function is the most complex, or difficult to perform and why?

What guidelines (e.g., manuals, established policies and procedures, traditional practices, etc.) are available to aid you in your job and what judgment is needed to apply them?

Describe the projects, assignments, programs, etc. for which you are accountable.

Indicate the decisions you have the authority to make on your own in performing your job.

Describe how your work product affects the work of other individuals both internal and external to your organization.

Describe the type of instructions you receive from your supervisor. Please cover the following areas: do you receive specific or general instructions from your supervisor? are your job assignments prioritized by you
or your supervisor? how closely and how often is your work reviewed?

Indicate the type and size of the total work force you lead, supervise, manage, or direct, (include non-state employees, such as inmates, patients, volunteers, National Guardsmen, etc.).




Of the work force you supervise, indicate the positions you directly supervise and eval uate through a performance appraisal.

_ ]

Describe your budget responsibilities. Indicate your authority for budget decisions and the size of the budget for which you have responsibility.

Identify the individuals with whom you have frequent, recurring work contacts and the purpose of the contact.
Contact Purpose

Describe the general physical demands and working conditions of your job (e.g., normal office conditions, regular travel - amount, continuous walking/standing, regular lifting - amount, uncomfortable or adverse
conditions, occupational hazards).

Which Knowledge, Skills or Abilities are the most important or necessary for the performance of this position

Did the employee describe the job correctly and completely? (TO BE COMPLETED BY THE SUPERVISOR)

Please comment on the employees statements.




Employee Signature

Supervisor Signature

Analyst Signature

PHYSICAL REQUIREMENTS ANALYSIS

See "Instructions for Completing the Job Analysis Questionnaire" for instructions. Item A, "Physical Requirements Classification” is required for all positions. Item B isrequired for al positions
which are not classified as "sedentary/light duty”. Item B. below may also be used as a comprehensive Physical Requirements Analysisin the event of arequest for reasonable accommodation by an applicant or
current employee who declares a disability.
A. PHYSICAL REQUIREMENTS CLASSIFICATION:

Check one:
__X__ Sedentary/light duty* Moderate physical requirements Strenuous Physical requirements

B. DETAILED PHYSICAL REQUIREMENTS ANALYSIS
This section must be completed for positions classified as "moderate” or "strenuous" in Item A. For correct codes, see Department of Human Resource Management, Job Analysis Questionnaire Instructions,
Page 5, Step 7.

Machines or Tools used:

Vehicles or equipment driven:

Endurance (hours at one time) Total Hours Per Shift
sit
stand
walk
drive
Physical Requirement Task Number(s) Frequency (see codes) Physical Requirement Task Number(s) Frequency (see codes)
__ it __Ib. __ repeated use-fingers
___cary___Ib. o o ____grasp o o
__ talk/hear - - __ finger dexterity - -
___push - . ___eyefoot coordination _ _
_ see ___walk on either level
___climb or uneven surface
___pull ____drivingonrough



____bend

___ stoop or kneel

__ twistortwist & lift

___ crawl

____usefoot controls

____eye-hand coordination

__ balance

____reach/shoulder

____repeated use of arms

___ repeated use of wrist
and/or hands

]

1]

terrain

___ other:

Comments:



STATE OF UTAH
JOB ANALYSIS QUESTIONNAIRE

I nfor mation provided will be used to classify your job and/or develop performance standar ds-please be compl ete.

Date Job Title Department Division/Region Name Timein current position __ yrs. __mos.
Employment Super visor DWS
Career Schedule Working title Job ID # Pay Range Pasition 1D LOW ORG Distribution
23170 41-60
Name, title and pay range of supervisor Benchmark EEO Designation FL SA Status Shift
30005 2 Non-Exempt

BCI Sensitive Working Level

(attach commentsif so) __Entrylevel Workinglevel
L ead/Senior level_X Supervisor level
Executivelevel __Manager level

Training Required

Education/Degree

Certification/Licensure

Safety Sensitive

COMMENTS

YES

NO

Thefollowing criteria apply in determining whether a
position isdesignated as Asafety sensitive § and is subject to
ongoing or random drug testing as a condition of
employment.

1. Position may require a Commercial Drivers
License (CDL).

2. Position requires P.O.S.T. certification.

3. Position subject to drug and alcohol testing

under Omnibus Transportation Em ployee
Testing Act of 1991.

4, Position involved in work that directly impacts
the safety or welfare of the general public (i.e.

1. Position may require avalid driverslicenseand use
of personal vehicle.

Response Timerequired

OnCall

Travel Required

DriversLicense Required
OperatorsLicense

CDL

Citizenship Required




law enfor cement, snow removal, highway
maintenance).

5. Paosition involved in work requiring accessto
controlled substances.
6. Position requires employeeto carry or have

accessto firearmsor class a explosives.

If any of the aboveitems are checked then the position is
safety sensitive and subject to drug testing.

Minimum Age Required




STATE OF UTAH
JOB ANALYSIS QUESTIONNAIRE
Information provided will be used to classify your job and/or develop performance standards-please be complete.

What isthe primary purpose of this position?
Guide and coordinate the delivery of a broad range of workfor ce servicesto employers, job seekersand other customers. Act asarole model for DWS team member s by exhibiting professional behavior
and providing exceptional customer service. Serveasan integral member of the employment center management team.

Describein detail the major functions of the position. List functionsin order of importance and indicate the time per centage spent on each. Describethe position in termsof what you " do" rather than
"what getsdone." Besureto cite statutory responsibilities, if any.

DUTY % DUTY Duty is Knowledge, Skills, Abilities, and other job requirements Skillis
NO. OF Essential/ Requirt
TIM Marginal Desirec
E
1 Use professional skillsto assess specific needs of DWS customer s and Knowledge:
servicesto be delivered. Knowledge and under standing of basic human behavior
2 Responsible for staff selection and employee performance Knowledge of department and community programsand services availableto
management. May include employee development, plans, reviews, customers
appraisals, incentives and rewards, corrective action, grievances,
disdplines and conflict resolution. Ensurethetimely completion of Knowledge and skill in using principles, methods and techniques of effective
PDQ-=s, JAQ+s, and performance planswith employees. supervision, training, personnel and fair employment practices
3 Plan, guide, organize, monitor, coordinate, evaluate and assign work Knowledge of computer terminal operations, personal computers, and pertinent
performed by an employment team to ensure compliance with team, softwar e applications
empl oyment center, regional, and state program outcomes,
performance measures and goals. Train staff individually and in Knowledge of local labor market dynamics and issues
groups on use of technology, policy, procedures. Act asaresource
for policy clarifications, problem solving and technical assistance. Skills:
May berequired to provide direct servicesto customers. Skill ininterviewing techniques and practices
4 Assist the manager with planning, guiding, organizing, monitoring, Effectiveinterpersonal skillsin dealing with sensitive customer situations
coor dinating, evaluating and assigning wor k performed by
employment center staff. Assume managerial responsibilitiesin the
absence of the employment center manager. Abilities:
Ability to assess customer needs for training and other servicesrequired for
5 Actively participatein meetings and committees and share employment

information with counterparts. Develop and maintain relationships
with regional and state program specialists and staff. Develop and

Ability totrain largeand small groupsin palicies, regulations and processes




maintain relationships wi th allied agencies.

Ability to attend to administrative detail

6 Other dutiesasassigned.
Five essential employment behaviors:
Ability to conform to Workfor ce Services policiesincluding attendance,
absences and evaluations
(USE EXTRA SHEETS IF NECESSARY)
DUTY % DUTY Duty is Knowledge, Skills, Abilities, and other job requirements Skill is
NO. OF Essential/ Requirt
TIM Marginal Desirec
E

Attendance must be adequate to acceptably perform listed job duties
Ability to accept supervision

Ability towork and interact with peers, team members, and othersin
accomplishing agency goals and objectives

Ability towork effectively with customersand othersin afriendly, cooperative
and professional manner

Ability to deal with and handle crises and stressful situations




Which function isthe most complex, or difficult to perform and why?

What guidelines (e.g., manuals, established policies and procedures, traditional practices, etc.) are availableto aid you in your job and what judgment isneeded to apply them?

Describe the projects, assignments, programs, etc. for which you are accountable.

Indicate the decisions you have the authority to make on your own in performing your job.

Describe how your work product affectsthe work of other individualsboth internal and external to your organization.

Describe the type of instructionsyou receive from your supervisor. Please cover the following areas: do you receive specific or general instructionsfrom your supervisor? areyour job assignments
prioritized by you or your supervisor? how closely and how often isyour work reviewed?

Indicatethetype and size of the total work force you lead, supervise, manage, or direct, (indude non-state employees, such asinmates, patients, volunteers, National Guardsmen, etc.).



Of thework force you supervise, indicate the positions you directly supervise and evaluate through a performance appraisal.




Describe your budget responsibilities. Indicate your authority for budget decisions and the size of the budget for which you have responsibility.

Identify theindividualswith whom you have frequent, recurring work contacts and the purpose of the contact.
Contact Purpose

Describe the general physical demands and working conditions of your job (e.g., normal office conditions, regular travel - amount, continuous walking/standing, regular lifting- amount, unmmfortable
adver se conditions, occupational hazards).

Which Knowledge, Skillsor Abilities arethe most important or necessary for the performance of this position

Did the employee describe thejob correctly and completely? (TO BE COMPLETED BY THE SUPERVISOR)

Please comment on the employees statements.

Employee Signature




Supervisor Signature

Analyst Signature




PHYSICAL REQUIREMENTSANALYSIS:

See" Instructionsfor Completing the Job Analysis Questionnaire" for instructions. Item A, " Physical Requirements Classification" isrequired for all positions. Item B isrequired for all
positionswhich arenot classified as" sedentary/light duty". Item B. below may also be used as a comprehensive Physical Requirements Analysisin the event of arequest for reasonable
accommodation by an applicant or current employee who declares a disability.

A. PHYSICAL REQUIREMENTS CLASSIFICATION:

Check one:
Sedentary/light duty* Moder ate physical requirements Strenuous Physical requirements

B. DETAILED PHYSICAL REQUIREMENTSANALYSIS:
This section must be completed for positions classified as" moderate" or " strenuous” in Item A. For correct codes, see Department of Human Resource Management, Job Analysis Questionnaire
Instructions, Page 5, Step 7.

Machines or Tools used:

Vehicles or equipment driven:

Endurance (hoursat onetime) Total Hours Per Shift

sit

stand -

walk -

drive
Physical Requirement Task Number (s) Ereguency (see codes) Physical Requirement Task Number(s) Ereguency (see codes)
_lift  ___Ib. ___repeated use-fingers
__carry___Ib. ____grasp
___talk/hear ___ finger dexterity
____push ___eye-foot coordination
_see ___walk on either level
___climb or uneven surface
___pull ___driving on rough
__ bend terrain
____stoop or kneel ___ other:
__ twist or twist & lift
___crawl
___usefoot controls Comments:
____eye-hand coordination
____balance

___reach/shoulder

___repeated useof arms

___repeated use of wrist
and/or hands






STATE OF UTAH
JOB ANALY SIS QUESTIONNAIRE

Information provided will be used to classify your job and/or develop performance standards-please be complete.

Date Job Title Department Division/Regjon Name Timein current position __ yrs. __mos.
Eligibility Specialist DWS
Career Schedule Workingtitle Job ID # Pay Range Position ID LOW ORG Distribution
30020 31-50
Name, title and pay range of supervisor Benchmark EEO Designation FLSA Status Shift
30005 2 Non-Exempt
BCl Sensitive Working Level Training Required Education/Degree Certification/Licensure
(attach comments if so) __ Entry level__X Working level
Lead/Senior level__Supervisor level
Executive level _ Manager level
Safety Sensitive COMMENTS YES NO
The following criteria apply in determining whether a position || 1. Position may require avalid drivers license and use Response Time required

is designated as Asafety sensitivef and is subject to ongoing or
random drug testing as a condition of employment.

Position may require a Commercial Drivers
License (CDL).

Position requires P.O.S.T. certification.

Position subject to drug and alcohol testing under
Omnibus Transportation Employee Testing Act of
1991.

Position involved in work that directly impacts the
safety or welfare of the general public (i.e. law
enforcement, snow removal, highway

of personal vehicle.

On Call

Travel Required

Drivers License Required
Operators License
CDL

Citizenship Required




maintenance).

5. Position involved in work requiring access to
controlled substances.
6. Position requires employee to carry or have access

to firearms or class a explosives.

If any of the above items are checked then the position is safety
sensitive and subject to drug testing.

Minimum Age Required




STATE OF UTAH

JOB ANALY SISQUESTIONNAIRE
Information provided will be used to classify your job and/or develop performance standards-please be complete.

What is the primary purpose of this position?

Describe in detail the major functions of the position. List functionsin order of importance and indicate the time percentage spent on each. Describe the position in terms of what you "do" rather than "what gets
done." Be sureto cite statutory responsibilities, if any.

DUTY % OF DUTY Duty is Knowledge, Skills, Abilities, and other job requirements Skill is
NO. TIME Essential/ Require
Marginal Desired
1 Provide quality service to customers by determining level of supportive Knowlege:
services needed. Assess the needs, goals an d circumstances of people Knowledge of basic human behavior
applying for supportive services.
Knowledge of relevant computer terminal operations
2 Determine eligibility for low income programs within Federal and State
tolerance levels. Adjust benefit level to reflect changes in customer Knowledge and understanding of complex rules, regulations, pertinent policies and
circumstances. procedures for multiple programs
3 Interpret complex policies and regulations. Interpret legal and financial Skill:
imaged documents to assure consistency in applying program policies Skill in interviewing techniques and practices
and procedures.
Effective interpersonal skillsin dealing with sensitive customer situations
4 Identify appropriate programs to best meet the needs and goals of
customers. Skill in conflict management
5 Encourage customers to work towards employment. Abilities:
Ability to assess customer eligibility for supportive services
Refer and connect customers to other state and community agencies to
6 help meet assessed needs. Ability to communicate effectively
7 Investigate inconsistent information and refer incorrect benefits issuance Ability to commit to development, implementation and exchange of best practices
for recovery activity.
Ability to work towards service integration through cross training, job shadowing,
8 Utilize computerized information systems to assure accurate mentoring, and the use of technology

authorization of benefits and services.

Five essential employment behaviors:

Ability to conform to Workforce Services policies including attendance, absences




and evaluations
Attendance must be adequate to acceptably perform listed job duties

Ability to accept supervision

(USE EXTRA SHEETSIF NECESSARY

DUTY % OF DUTY Duty is Knowledge, Skills, Abilities, and other job requirements Skill is
NO. TIME Essential/ Require
Marginal Desired
9 Coordinate services with multi-service team members. Ability to work and interact with peers, team members, and others in accomplishing
agency goals and objectives
10 Other duties as assigned.

Ability to work effectively with customers and othersin afriendly, cooperative and
professional manner

Ability to deal with and handle crises and stressful situations




Which function is the most complex, or difficult to perform and why?

What guidelines (e.g., manuals, established policies and procedures, traditional practices, etc.) are available to aid you in your job and what judgment is needed to apply them?

Describe the projects, assignments, programs, etc. for which you are accountable.

Indicate the decisions you have the authority to make on your own in performing your job.

Describe how your work product affects the work of other individuals both internal and external to your organization.

Describe the type of instructions you receive from your supervisor. Please cover the following areas: do you receive specific or general instructions from your supervisor? are your job assignments prioritized by you
or your supervisor? how closely and how often is your work reviewed?

Indicate the type and size of the total work force you lead, supervise, manage, or direct, (include non-state employees, such as inmates, patients, volunteers, National Guardsmen, etc.).



Of the work force you supervise, indicate the positions you directly supervise and eval uate through a performance appraisal.




Describe your budget responsibilities. Indicate your authority for budget decisions and the size of the budget for which you have responsibility.

Identify the individuals with whom you have frequent, recurring work contacts and the purpose of the contact.
Contact Purpose

Describe the general physical demands and working conditions of your job (e.g., normal office conditions, regular travel - amount, continuous walking/standing, regular lifting - amount, uncomfortable or adverse
conditions, occupational hazards).

Which Knowledge, Skills or Abilities are the most important or necessary for the performance of this position

Did the employee describe the job correctly and completely? (TO BE COMPLETED BY THE SUPERVISOR)

Please comment on the employees statements.

Employee Signature




Supervisor Signature

Analyst Signature

PHYSICAL REQUIREMENTS ANALYSIS

See "Instructions for Completing the Job Analysis Questionnaire” for instructions. Item A, "Physical Requirements Classification" isrequired for all positions. Item B is required for all positions
which are not classified as "sedentary/light duty". Item B. below may also be used as a comprehensive Physical Requirements Analysis in the event of arequest for reasonable accommodation by an applicant or
current employee who declares a disability.
A. PHYSICAL REQUIREMENTS CLASSIFICATION:

Check one:

_ X__ Sedentary/light duty* Moderate physical requirements Strenuous Physical requirements

B. DETAILED PHYSICAL REQUIREMENTS ANALYSIS
This section must be completed for positions classified as "moderate” or "strenuous” in Item A. For correct codes, see Department of Human Resource Management, Job Analysis Questionnaire | nstructions,
Page 5, Step 7.

Machines or Tools used:

Vehicles or equipment driven:

Endurance (hours at one time) Total Hours Per Shift

sit

stand -

wak -

drive -
Physical Requirement Task Number(s) Freguency (see codes) Physical Reguirement Task Number(s) Erequency (see codes)
it ___Ib. ___repeated use-fingers
___cary___Ib. ____grasp
__ talk/hear __ finger dexterity
___push ____eyefoot coordination
_ see ___wak on either level
__climb or uneven surface
___pull ___drivingonrough
__ bend terrain
____stoop or kneel ____other:
__ twistortwist & lift
_ crawl
____usefoot controls Comments:

___eye-hand coordination
____balance



___reach/shoulder

____repeated use of arms

__ repeated use of wrist
and/or hands



STATE OF UTAH
JOB ANALYSIS QUESTIONNAIRE

I nfor mation provided will be used to classify your job and/or develop performance standar ds-please be complete.

Date Job Title Department Division/Region Name Timein current position __ yrs. __mos.
Employer Relations Representative DWS
Career Schedule Working title Job ID # Pay Range Pasition 1D LOW ORG Distri bution
30077 39-4
Name, title and pay range of supervisor Benchmark EEO Designation FL SA Status Shift
30005 2 Non-Exempt
BCI Sensitive Working Level Training Required Education/Degree Certification/Licensure
(attach commentsif so) __ Entrylevel__X Workinglevel
L ead/Senior level__Supervisor level
Executivelevel ___Manager level
Safety Sensitive COMMENTS YES NO
Thefollowing criteria apply in determining whether a 1. Position may requireavalid driverslicense and use Response Time required

position isdesignated as Asafety sensitive @ and is subject to
ongoing or random drug testing as a condition of
employment.

1. Position may require a Commercial Drivers
License (CDL).

2. Position requires P.O.S.T. certification.

3. Position subject to drug and alcohol testing

under Omnibus Transportation Employee
Testing Act of 1991.

4, Position involved in work that directly impacts
the safety or welfare of the general public (i.e.

of personal vehicle.

OnCall

Travel Required

DriversLicense Required
OperatorsLicense
CDL

Citizenship Required




law enfor cement, snow removal, highway
maintenance).

5. Paosition involved in work requiring accessto
controlled substances.
6. Position requires employeeto carry or have

accessto firearmsor class a explosives.

If any of the aboveitems are checked then the position is
safety sensitive and subject to drug testing.

Minimum Age Required




STATE OF UTAH

JOB ANALYSIS QUESTIONNAIRE
Information provided will be used to classify your job and/or develop performance standards-please be complete.

What isthe primary purpose of this position?
Guide and coordinate the delivery of a broad range of wor kfor ce servicesto employers, job seekers, and other customers. Act as a liaison between DW S, the business community, and the publ
providing personalized services. Exhibit professional behavior and provide exceptional customer service.

Describein detail the major functionsof the position. List functionsin order of importance and indicate the time per centage spent on each. Describethe position in terms of what you " do" re

"what getsdone." Besureto cite statutory responsibilities, if any.

DUTY % DUTY Duty is Knowledge, Skills, Abilities, and other job requirements
NO. OF Essential/
TIM Marginal
E
1 Use professional skillsto assess specific needs of DW'S customer s and Knowledge:
servicesto be delivered. Promote continued process improvement Knowledge of all DWS program and a working knowledge of labor market
and exceptional customer service. information, including labor laws and practices
2 Contact employerstoinform them of and promote all services and Skills:
programs available through DWS. Provide customized infor mation Excellent presentation skills
such aswage, demographic and other labor market infor mation.
Effective oral and written communication skills
3 Assist employersin recruitment. Organizelocal job fairs.
Coordinate and promoterecruitment and advertisement materials. Computer skills
Spear head publicrelationsfor recruitment activities.
Ability:
4 Foster active partnerships and economic development with Ability to pay attention to detail
community, civic organizations, and area chambers of commerce.
Eive essential employment behaviors:
5 Plan and organize employer visits with placement staff. Enter Ability to conform to Workfor ce Services policiesincluding attendance,
contactsinto system and ensure plan of service goals are being met. absences and evaluations
Ensure quality visitsaremade. Inform staff of new employers
coming into area. Attendance must be adequate to acceptably perform listed job duties
6 May coordinate and develop training for staff. Ability to accept supervision
7 Facilitate a resolution for employment related inquires or issues. Ability towork and interact with peers, team members, and othersin
accomplishing agency goals and objective s
8 Provide resource and referral information regar ding economic




development to the employer community. Act aslocal area Ability towork effectively with customersand othersin afriendly, cooperative
coordinator tothe employer advisory panel. and professional manner

9 Other dutiesasassigned. Ability to deal with and handle crises and stressful situations

(USE EXTRA SHEETS IF NECESSARY)

Which function isthe most complex, or diffi cult to perform and why?

What guidelines (e.g., manuals, established policies and procedures, traditional practices, etc.) are availableto aid you in your job and what judgment isneeded to apply them?

Describe the projects, assignments, programs, etc. for which you are accountable.

Indicate the decisions you have the authority to make on your own in performing your job.

Describe how your work product affectsthework of other individualsboth internal and external to your organization.

Describe the type of instructionsyou receive from your supervisor. Please cover thefollowing areas: do you receive specific or general instructions from your supervisor? are your job assignm
prioritized by you or your supervisor? how closely and how often isyour work reviewed?



Indicate thetype and size of the total work forceyou lead, supervise, manage, or direct, (include non-state employees, such asinmates, patients, volunteers, National Guardsmen, etc.).

Of the work force you supervise, indicate the positions you dir ectly supervise and evaluate through a performance appraisal.

Describe your budget responsibilities. Indicate your authority for budget decisions and the size of the budget for which you have responsibility.

Identify theindividualswith whom you have frequent, recurring work contacts and the purpose of the contact.
Contact Purpose

Describe the general physical demands and working conditions of your job (e.g., normal office conditions, regular travel - amount, continuous walking/standing, regular lifting- amount, uncor
adver se conditions, occupational hazards).

Which Knowledge, Skillsor Abilities arethe most important or necessary for the performance of this position

Did the employee describe the job correctly and completely? (TO BE COMPLETED BY THE SUPERVISOR)



Please comment on the employees statements.

Employee Signature

Supervisor Signature

Analyst Signature

PHYSICAL REQUIREMENTS ANALYSIS:

See" Instructionsfor Completing the Job Analysis Questionnaire" for instructions. Item A, " Physical Requirements Classification" isrequired for all positions. Item B
isrequired for all positionswhich arenot classified as" sedentary/light duty". Item B. below may also be used as a compr ehensive Physical Requirements Analysisinthe event of
arequest for reasonable accommodation by an applicant or current employee who declares a disability.

A. PHYSICAL REQUIREMENTS CLASSIFICATION:

Check one:
__X___ Sedentaryl/light duty* M oderate physical requirements Strenuous Physical requirements

B. DETAILED PHYSICAL REQUIREMENTSANALYSIS:
This section must be completed for positions classified as" moderate” or " strenuous" in Item A. For correct codes, see Department of Human Resour ce M anagement, Job

AnalysisQuestionnairelnstructions, Page5, Step 7.

Machines or Tools used:
Vehicles or equipment driven:

Endurance (hours at onetime) Total Hours Per Shift
sit
stand
walk
drive

Physical Requirement Task Number (s) Frequency (see codes) Physical Requirement Task Number(s) Frequency (see

codes)




_lift b, ___ repeated use-fingers

___carry___Ib. ____grasp

__ talk/hear __ finger dexterity
____push ___eye-foot coordination
_see __walk on either level
__climb or uneven surface

___pull ____driving on rough
___bend terrain

____stoop or kneel ___other:

_ twist or twist & lift

___crawl

___usefoot controls Comments:
____eye-hand coordination

____balance

__reach/shoulder

____repeated useof arms

___repeated use of wrist
and/or hands



Attachment E
Incumbent Positions Requiring Certification

Workforce Service Specialist | 267 people
Workforce Services Specialist 11 737 people
Lead Workforce Services Specialist 107

Workforce Services Supervisors 91



ATTACHMENT F
MAP OF FACILITIES
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ATTACHMENT G
DEPARTMENT WORKFORCE SERVICE
INTIAL VISION
OF
THE “ENTERPRISE” CAREER MANAGEMENT SYSTEM



Draft White Paper for
Phase One of the DWS Career Management System:
Training and Certification Module
DWs - 5Ds
September 18, 2003

INTRODUCTION

The Department of Workforce Services currently delivers various training, professional
development, and performance managemeant programs to its employees with the goal of
building and improving workers skills, knowledge and abilities. Although these delivery
systemns meet our basic neads, they must evolve into an integrated and compreheansive
svstem—an “Enterprise” Caresr Management Systemn (CMSi—that supports the
measuremeant of competencies, the delivery of training, and the opportunity for carser
development. The CMS must also support the department’s business goals, customer
needs, and continuous improvement.  The olowing outline defines the department’s
vision for accomplishing two of these goals, training and certification.  Additionally, this
paper will define how the components of a Training and Certification Module will need to
be integrated into the Career Management System so emplovess can quickly and
efficiently receive training necessany for successful peformance of their duties, certify
that they have mastered key competencies (i, skills and knowledge), are able to
successfully apply their skills and knowledge, and determine if a skill andior knowledge
dap exists by analvzing their level of skill and abilities at any point of time.  Furthermaore,
the svstem will support an overall organizational initiative to more closely align
independent svstems and processes, and provide employees  information  and
opportunities to prepare for future positions.

PROJECT SCOPE

The Career Managemeant System is designed to integrate and link key processes and
training delivery systems into four modules:

(11 Certification Testing (Certification Madule — Attachment 1),

(2) Performance Management and Employee Assessment Processes
(Employes Assessmeaent and Gap Analysis Module — Aftachment 2

(3) Hiring, Career Development, and Succession Planning Processes
(Suecession Managament Module — Attachment 51, and

(4) Leadership / Management and Skills / Technical Training and
Development { Training Module — Aftachment 4)

EMPLOYEE
ASSESEMENT
-

CERTIFICATION
GAP AMALYSIS

The Career Managemeant Systam

SUCCESSION

MANAGEMENT TRAMING




The Training and Certification modules are designed to provide service points for
delivering training and certification to DWS Supervisors and line staff in various
divisions (e.g., Regions, SDS, and Ul) throughout the department.

The optimum solution for the Training and Certification module will be a Training
Needs Analyses Report researched and written by vendor. Training Needs Analyses
Report will be used to develop a DWS' Career Management System that will tie into
DWS' Learning Management System currently under development by HR, SDS, and
WIT. Additionally, the Training Needs Analyses Report will need to define how Career
Management System will compliment other Career Management functions such as
Succession Management (including the Departmental performance evaluation domains
of “core duties” and “professional development”).

Solution(s) will NOT include a computer platform for administration or data storage.
Instead, content (e.g., questions, response options, scoring keys, etc.) will be developed
for use in a standard word processing format (e.g., Microsoft Word), and the
Department’s information technology division will provide necessary input on the design
of the delivery system.

TRAINING CURRICULUM EVALUATION/DEVELOPMENT — OVERVIEW

Utilizing DWS’ “Critical Competencies” for Supervisors (see Training Needs Analysis) to
evaluate the Department’s existing leadership curriculum for effectiveness and
applicability, recommendations for improvement of current training programs are to be
developed and delivered to the department. Recommendations may include products
designed and produced for DWS or “off-the-shelf” products.

The most important tasks and competencies for Employment, Eligibility, Business and
Ul Benefits Services supervisory “technical skills” are to be identified and curriculum
developed to teach those skills. Additionally, existing job descriptions, performance
plans, edit processes, and core curriculum for W orkforce Specialists | and Il with the
working titles of Employment Counselor, Eligibility Specialist, Business Consultant, and
Ul Claims Specialist are to be researched to identify critical skills sets on which to base
certification criteria and core curriculum evaluated to ensure it sufficiently supports the
learning of the critical competencies. If segments of the existing core curriculum are
found to be not effective or applicable, products designed for improvement of current
training programs are to be developed and delivered to the department.

TRAINING CURRICULUM EVALUATION/DEVELOPMENT - FEATURES

The components of the Training Needs Analysis will be as follows:

1. The most important tasks and competencies will be identified for DWS

Supervisors, Lead Workers, and Workforce Specialists | and Il with working titles

of Employment Counselor, Eligibility Specialist, Business Consultant, and Ul

Claims Specialist.



2. The competencies identified through the training needs analysis will help define

the certification tests' subject domains, as well as their breadth and importance,
guiding respectively the appropriate number of questions and weightings for

given competency domains.

3. The vendor will also develop an individual needs analysis based on the positional
needs analysis that will allow individuals and supervisors to assess the degree of
competency mastery for each individual which may help determine individual

training needs before certification testing.

4. The assessment tool should include an identification of systemic weaknesses,
individual training needs, and a prioritization of those needs. The following

should be considered during the development of the tool:

a. Research of existing concepts such as the Core Training Model, Service

Delivery Design, and Performance Evaluation Systems

b. Research of existing training curriculum including leadership modules

c. Research Department’s technical requirements and make

recommendations for effective administration, scoring, and recording of

Certification Testing

d. Conduct workplace observations of Department employees

e. Conduct interviews with Department employees,

f. Develop and capture data from questionnaires for Department employees

g. The job analysis portion of the training needs analysis will take advantage

of prior job analysis work conducted by DWS on the positions in question.

i. Prior job analyses of both employment supervisor and employment

counselor positions were conducted in order to build structured

interviews for selection into those positions. As such, a list of tasks

and competencies were identified for each, as well as identification

of the most important competencies.

ii. Competencies identified during the Training Retreat and included in

the Strategic Training Plan

TRAINING CURRICULUM EVALUATION/DEVELOPMENT — CONSTRAINTS:

The solution will tie into DWS’ overall Career Management System, including the
delivery system developed by DWS-WIT. The Training Needs Analyses will also
complement other Career Management System functions such as Succession Planning
(including the Departmental performance evaluation domains of “core duties” and
“professional development”).

The solution will NOT include a computer platform for administration or data storage.
Instead, content will be developed (e.g., questions, response options, scoring keys, etc.)
in a standard word processing format (e.g., Microsoft Word). Additionally, descriptions
of product design and delivery will be of sufficient detail that the department can
implement and maintain the product without ongoing assistance.

CERTIFICATION TESTING DEVELOPMENT — OVERVIEW

The solution, developed in conjunction with department subject matter experts who will
utilize, review and approve proposed certification tests, will provide functional-based
tests that measure and certify skill attainment and competency of critical leadership and
technical skills of Supervisors and skill sets for Lead Workers, and Workforce
Specialists | and Il with the working titles of Employment Counselor, Eligibility Specialist,
Business Consultant, and Ul Claims Specialist.

CERTIFICATION TESTING DEVELOPMENT — FEATURES

Three components of the Certification Module have been identified for development and
delivery.

1. A Certification Testing System that measures the level of competency of DWS
Supervisors, Lead Workers, Workforce Specialists | and 11, with the working titles

of Employment Counselor, Eligibility Specialist, Business Consultant, and Ul

Claims Specialist must be developed. (For RFP, include # of incumbents in each

title) The process for implementing the before mentioned system must also be
described with sufficient detail so the department may efficiently put the product



into service and maintain the product without ongoing assistance.

2. Develop an updateable and scalable Certification Testing System that assesses
the level of skill of each job function listed above and gauges employee progress
as well as assesses and documents the need for remediation. The system must
also be capable of including specific profiles (i.e., necessary skills) in various
domains and will need to include provisions for ensuring perpetual usability.

3. Develop functional-based tests to measure and certify skill attainment and
competency of critical leadership and technical skills of Supervisors and skill sets
for each of the other job functions.

CERTIFICATION TESTING DEVELOPMENT CONSTRAINTS

Department subject matter experts will be utilized to review and approve developed
certification tests.

Pilot testing to ensure appropriateness of content, length, and testing modality will be
included in the final product.

Vendor will provide a description of how the development of Certification Testing will
proceed and how the following required elements will be incorporated:

1. The DEPARTMENT'S Core Curriculum Training Modules and System

2. Identified skill sets specific to job functions

3. Input from the DEPARTMENT'S subject matter experts

4. Use of professionally accepted testing procedures to ensure validity and
reliability; e.g., ltem Response Theory and Classic Psychometric Test Theory

5. Procedures to be used to ensure security and confidentiality

6. Professional testing and test development standards such as American
Psychological Association (APA), Equal Employment Opportunity Commission
(EEOC), American Educational Research Association (AERA), and Society for
Industrial and Organizational Psychology (SIOP)

7. Utilization of standard assessment tools, i.e., AICC, SCORM, and Chi Test
tracker.

8. Limitless tests and questions to ensure individual responses without outside
influence (interactive Web testing)

9. Standardized and objective scoring mechanisms that result in the following
profiles:

a. Knowledge and skill domains that have been mastered by each examinee
using a pass/fail cut score

b. Knowledge and skill domains that do not pass certification requirements and
require remediation

10. Adhere to guidelines of test development and provide necessary documentation
that tests are reliable, fair, valid, and do not result in adverse impact on protected
groups

A description of how Certification Testing will be implemented, focusing on the following:
1. Training for staff in the administration of Certification Testing

2. Personnel resources required for administration, tracking, and maintenance

3. Procedures for testing and piloting Certification Testing

4. Automated scoring and tracking methods

5. Limitless tests and testing questions to facilitate test security and prevent
practice effects

6. Timeline for developing and administering Needs Analysis and Certification
Testing for approximately 1200 employees.

7. How the product will be compliant with standard assessment tools (AICC,
SCORM, Chi Test tracker).

8. How employees can access information via Robolnfo’'s RoboHelp and Robolnfo
information delivery systems from product.

9. How vendor will partner with the Department’s Information Technology Division
to ensure products comply with system specifications defined by DWS WIT
representatives.

CERTIFICATION TESTING PRODUCT CONSTRAINTS



Vendor will provide methodology and recommendations for delivery that will be used to
ensure testing is conducted in a secure and confidential environment.

All system requirements in all modules must be compatible with proposed and existing
administration, scoring, tracking, and delivery systems, i.e., Intranet, LMS, TRM, and
other systems.

The Department’s existing curriculum will be used as the foundation for each
Certification Testing Module. If segments of the existing core curriculum are found to be
not effective or applicable, products designed for improvement of current training
programs are to be developed and delivered to the department.

Define how developed Certification Testing will measure competencies of current
employees and ensure new employees possess the level of mastery required to
successfully pass their probationary period or, for Supervisors, within one year of
becoming a Supervisor.

Certification process must test not only an individual's level of knowledge, but also their
ability to apply that knowledge.

Provide information on how feedback from employees and/or Information Technology
staff will be used to modify testing content or modality after a pilot of the testing has
been completed and how modification will be implemented.

The Training and Certification Testing products will need to complement other Career
Management System functions such as Needs Assessment and Succession
Management (including the Departmental performance evaluation domains of “core
duties” and “professional development”).

CONCLUSIONS

The best solution for the department’s mission to increase overall effectiveness and
efficiency of its internal training delivery systems, succession planning, needs
assessment and certification program is an integrated “One Enterprise” Career
Management System (CMS).

The Career Management System’s Succession Management Module (currently being
developed within the Learning Management System) will support two critical processes:
1) an effective and efficient succession management tool for management and
employees; and 2) an efficient delivery method for career development so employees
can identify courses for training and skill enhancement. The Succession Management
Module’s first process provides two closely related services—identifying pools of
potential candidates for key positions based on criteria identified by the position
manager, and position/location preferences provided by the employee. The module’s
second process will provide employees a tool to quickly identify the skills, knowledge,
abilities, experience and education needed to obtain senior level (i.e., leads and higher)
positions within the department.

The Career Management System’s Training Module (also currently being developed
within the Learning Management System) will support the department’s ongoing efforts
to provide an effective and efficient tool for delivering courses for training and skill
enhancement to employees. The module will also integrate courses developed by SDS,
HR and outside vendors so a maximum number of training and skill enhancement
opportunities will be available to all employees.

The Career Management System’s Employee Assessment and Gap Analysis and
Certification Modules will need to support the two before mentioned modules by
providing: 1) an effective and efficient method for employees to determine if a skill
and/or knowledge gap exists by analyzing an employee’s level of skill and ability at any
point of time; and 2) an effective and efficient method for identifying employees who
have (and have not) mastered key competencies, who are able to successfully apply
their skills and knowledge when performing their duties.

Once fully implemented, all four modules within the Career Management System must
seamlessly work together with delivery systems identified by DWS IT Division so the
department can provide training, career development, needs assessment, and
skill/knowledge/ability certification without securing additional resources. Additionally,
the Career Management System must enable employees to search for future positions



and identify any gaps and remedies that may exist in their current levels of knowledge,
skills, abilities, education and experience.
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Succession Planning Process
Finance Division



Succession Planning Process

Step Two: Establish Project
Management Strategy

Step Four: Determine Intemnal Back
up Talent

Step Five: Identify High Potential
Employees and Develop Bus. Plan

Step Sbe Determine Long & Short
Term Management Requirements

Step Seven: Implement
Bevelopment Plan

Step Eight: Assess Progress and
Results Achieved, Plan Future
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Strategic Plans and Opportunities
Finance Division
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Division Needs

Rivision Needs
« GOPE Matters
« Controd operations spending
+ Systemize quarterly revenue forecasting
« Cash flow/repatriation policy
+ Grow Institutional Ownership
« Drive revenue
« Closer tles to GOPE's finance team
» Customer/Advocate accountability
s "Short pay™ process mprovement
+ Mumerous [T/finance projects pending
« Implement FSR
+ Ky Metrics for Finance
« Key Metrics for Department
« PO process improverment

CMS - ftachment 3 » Septernber 2003 = Shds &

UI

jc
o
Plans to Resolve Needs
= Complete discussions by end of Q3
= Team with Reglons—Smart Spending

Implement regular short term rolling forecast
Develop quarterdy cash flow projections

Develop extended one-on-one meeting program
for buy side

Grow extended services; team with Service
Delivery

Once a month calls on a regular basis
Develop manual interim step; then automate
Fioe old problems; control upfront

Mead dedicated IT resources

As soon as GOPE discussions finalized
Marci/Dan to pull together

Tearm with Reglons and HR

Part of Indirect Spend Initiative



Strategic Plans and Opportt

: =

Continue efforts to improve customer
service for job seekers, employers and
employeas.

"

Develop tool o measure ongoing satisfaction
Iincorporating statistical validity and drilling down to EC
level,

Measure individual and team performance based on
ratio of customer complaints compared to workload.
Reduece workload, improve communication and
increase pay.

Increase quality and efficiency.

Establish benchmarks and performance goals in all key
areas of accountability.

Universally embrace Quest for Performance.
Simplify by anakyzing activity, policy, procedures and
ProCesses.

Technology.

Improve training and development.

Begin needs assessment and document.
Apply assessment based training.

Insure all new employess recelve core training within
one year of hire.

Build on efforts to enhance community
activity and outcomes.

Improve communication with advocacy groups.
Improve communication with governmental partners.,

‘Work closely with Marketing and Public Relations
groups when dealing with media.




Depth Assessment

Finance Division
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Depth Chart

Finance Division

Ready now: Sirong
Ready 1-2 yrs: Goble
Ready 2-3 yr=: Taykr
Diwersity candidate:

Ready now:

Ready 1-2yr= Taylor
Ready 2-3 yr= Gould
Diversity candidats:

Ready now:, Leise

Ready 1-2yr= Balter, Muttall
Ready 2-2yr=

Diversity candidate: Leise

Ready now:

Ready 1-2yr= Miller, Skade
Ready 2-2yr=

Diversity candidate:

Ready now:

Ready 1-2 yr=

Ready 2-2yr= Gordon
Diversity candidate: Gordon

Y rga
1ATRY i
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Hugh Phillips
Director 11
Finance
Jeff Taylor
Director Jeanie Henry
Einancial il Lurector 1
Flanning and Finance
Analysls
Neil Durrant
Directar 1 Bill Snyder
Entith i CHrector ]|j
Benefit P : Income an
Acoounts Receivablg
Robert Harris
Manager 11 Elisa Christensen
Coerations and ] anmEn Y.
Eacilities Accounts Payable
Travis Peters Ben Andersen
Manager 11 u Manager 11
Trust Fund Audit
Management

Ready now Leise

Ready 1-2 yrs: Brown, Slade
Ready 2-3 ys: O'Brien,
Spafford, Argyle

Dreemsily canddale:Leise, Brown

Ready now:

Ready 1-2 yrs:
Ready 2-3 yrs: Argyle
Diversily candidate:

Ready now:. Taykor
Ready 1-2 yrs: Mutiall
Ready 2-3 yr=:
Diversity candidate:

Ready now:

Ready 1-2 yrs: Morgan
Ready 2-3 yrs:

Diwarsity candidate:




Depth Chart Profiles for Hugh f

Director II — Finance

Ready Now
sAccomplishments
Jeft Taylor analysis for
Diegor] «Career aspirations
DOH: B0 sBackaround
Bs UallU
F 1y sInterpersonal skills
sAreas af development
Ready 1-2 years
stocomplishments
Rolsert Harrls
Hansger T «Career asplrations
DM 708 IBECEQIOUM
BS OMahoma 5t
= <Interpersonal skills
sArgas of development

«Accomplishments

Nl Durrank
Director [

DOH: 908

HM& U ol Washingion

JLareer aspleations

sBackground

«JInterpersonal skills
«Areas of development
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Interim Finance Director, DWS 6/98-9/98, Led financial
restruecturing reducing op expenses over 51 M

Director of Finance

18 years exp In public acctg, significant public
reporting exp, CRA with extensive controllership exp
Good manager, Effective teambuilder

Strateqgic business involvement, Business structure exp

Renegotiated facilities contract for just under 300 M,
Improved facllittes acquisition process

Be a significant player in DWS

Held a variety of Finance jobs moving up to leader of a
33 M o, In charge of a $1.56 compancy, Pres. of new
technology start-up for 4V years.

Excellent communicator, Good lstener

Gain a better understanding of technology

Financial lead for all benefit and entitlement teams that
provide all financlal analysls & support to executive mat
Increasing finance responsibilties, trust fund
management.

11 years exp in Finance roles of increasing responsiblity,
Worked for a US mfg co and was responsible for
consclidation of financial & marketing support, M
Effective within cross-functional grps & advocates
Additional pricing theory and application training



Ready 1-2 years
sAccomplishments
Heil Durrank
Liracter [ «Lareer aspirations
DOH: /T
M U ol Washington lBﬂfkgmm
¥ ..;,l '
sInterpersonal skills
Ready 2-3 years «Areas of development
sAocomplishments
‘Chrls Baker
Hanager It sCarger aspirations
DOH: 20
B4 Uof Poget Sound -Bmmum
sInterpersonal skills
sfreas of development

L5 - Attachment 3 « September 2003 « Side 11

k
lor ke

co"*

Financial lead for all benefit and entitlement teams that
provide all financlal analysis & support o executive mat
Increasing finance responsibilities, trust fund
management.

11 years exp in Finance roles of increasing responsibility,
Worked for a US mfg co and was responsible for
consolidation of financial & marketing suppork, MEA
Effective within crass-functional grps & advocates
Additional pricing theory and application training

Facllitated Team WW and reviewed planning

processes, including bedgeting and forecasting

Finance Director; Continue to strengthen finance teams;
Short-tesm IT assignment

Diverce exposure o majority of Finance function
including Cost Acctg, FA, Audit, PM, and Automation
Open communicator, Strong leadership capabilites

CFM, More visionary/strateqic exposure, Explore teaim

building opportunities within Finance



Ready Now

Elisa Christensen
Hanpserl

DOH: Lok

MEA U of 51, Thomas

Ready 1-2 years

2 JuAnne Green

DOH: 100
Florkta Inl Uiy

Ready 2-3 years

Chisch Thompsom
Hanegerl

DOH: 280

B5 EYU

Depth Chart Profiles for Jeani
Director I — Finance

<Accomplishments

«Lareer aspirations
sBackgroumnd

«Interpersonal skills
«Areas of development

=Accomplishments
«Lareer asplrations
«Background

«Interpersanal skilis
sAreas of development

sAccomplishments
«areer aspirations
sBackground

«Interpersonal skills
«Areas of development
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Developlng processes to control spending and the
accounting for benefit programs, CPA, CMA
Upper management In finance

10 years with major marketer of consumer products in a
variety of financial and sales roles

Forthright, An abllity to balance between politics and
Finance

Cperations Finance

CPA, Quest Certification
Finance Director

Extensive public accounting, worked for Department of
Heath and State Tax Commission

Effective communicator, good listener, objective, & open

Exposure to and knowledge of federal reporting, Continue
1o stay abreast of on-going regulation changes

Created & led Inventory integrity team & improvements,
Finance lead 4 new systems improvements

Assistant Finance Director & possible cross-functional
ExpErience

15 years state experence; including Cost Management,
Inventory, and Planning

Effective, Honest, Open, Confident
Further strengthen keadership skills, including delegation



Ready 1-2 years

stccomplishments
Jon Chettecks
Heoager [
e Ak «Career aspirations
g Ms WEL «Backaround
i
sInterpersonal skills
sAreas of development
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ARt i sAccomplishments

EATIFSCT g

Ef"u' ::mn «Career aspirations
«Backgrouind
sInterpersonal skills
«Areas of development

Ready 1-2 years

sAccomplishments

Chuck Thompson

Manager [ «Lareer aspirations

DOH: 3M8E

R «Background
«Interpersonal skills
«Argas of development
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Depth Chart Profiles for Bill Snyd
Income and Accounts Receivable™ =

gt
b
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Established & oversaw the quarterly contributions reports,
Helped establish Ul tax complance ops
Continue knowledge/understanding of LI tax laws
10 years DWS experience; Including mat of Federal &
State UL tax compliance. In-depth understanding of
accounting for UL taxes
Effective communicator, facilitator & mentor. Innovative
yet practical
Tax planning & structure, further undarstanding of
ather benefit programs, improved leadership
Ut;"‘"
Jo
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Developed detailed cost reporting structure, Integration
of cost commit process plan, Negotiated new 3™ party

supply contract. cont saving excess of $1M over 5 years.
Continue management role within finance or operations

Diverse financlal background in neary all financizl
disciplines, including controflership and audit

Good, Strong team player, Striving to be mone assertive
More exposure to benefit side and programs.

Created & led inventory integrity team & improvements,
Finance lead 4 new systems improvements

Assictant Finance Director & possible cross-functional
experience

15 years state expenence; including Cost Management,
Inventory, and Planning

Effective, Honest, Open, Confident

Further strengthen keadership skills, including delegation



Depth Chart Profiles for Elisa ChriSte 51;;""

jo
Accounts Payable P
Ready Now

Accomplishiments Designesd and implemented a data and voice
b communications revenue management system.
m:' e «Career aspirations Gain more experience in ops and finance or pursue public
P managament, knowledge of public management

sBackground B years Finance experence, induding analysis, reporting,

accounting, forecasting, AP, and cost contral

sInterpersonal skills Good, Communicates well with all levels, Team player

«Areas of development  Additional cost management strategy understanding and
training, Presentation skills to upper mgt.



Trust Fund Management

Ready 2-3 years

Debble Sheffield qﬂ.ﬂmmpﬂshmm

Hangger [

DOH: 495

A5 5L Comm College «Career aspirations

| «Backaround

sInterpersonal skills
sAreas of development

Depth Chart Profiles for Travis Pete

Continually excesd goals set in the department, redefined
refationships with internal customers, Combined three
separate trust fund processes

More exposure; Additional responsibilities in Finance upon
education completion

23 years accounting experience, Acckg. Mar, and
Collections

Reacts well to needs of others, Cooperative, Responsive,
Flexille

Exposure to and development in Finance and greater
understanding of public accounting



Depth Chart Profiles for Ben

Audit

Ready 1-2 years

¥

Hugh Johnson

DOH: B/00
ME& U of Pheonix

sAccomplishments
<LCareer asplrations
«Backaround

sInterpersonal skills
~Areas of devedopment

arce ﬂwl’s
el ]
Joon
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CFF, CIA, CPA {lilinals, Utah), CPIM, MBA

Finance Director

Extensive background in Finance and Internal Audit,
Developed standard cost accounting systems

Excellent interpersonal skills, High work ethic, Leads by
Exampe

More exposure to and experlence in public administration
and department’s executive team.



Depth Chart Profiles for Rob j’ﬁ::

Benefit Payments

Ready 2-3 years

- Director 1

<Accomplishments
«Career aspirations
sBackground

« Interpersonal skills
<Areas of development

o™’

Member of Central Reglon Management team; DWS exp.
in Finance, Benefit Services, and LI

Develop a solid finance foundation allowing maore focus
on public accounting Bsues, Continue to be challenged
Professional experience in both state and federal
programs, integral in defining & implementing SAF for
Central Region

Good interpersonal skilts, Continuing to improve

Continue to improve peaple management skills, retention
Ems.- motivation and development of employees, Achieve



Depth Chart Profiles for John Leon!

Operations — Manager 11

Ready 2-3 years

Quang Tran

e
BS Litah Stabe Uniee

«Accomplishments

JLareer asplrations

sBackaround

Interpersonal skills
«Areas of development

[k

Successfully secured approval from GOPM to establish
new process for hardware purchases, submits annual
application to USDOL for operations grant

Excel In finance and accounting, build a capable finance
team that can deliver and achieve goals set by the
adepartment

Has held & wide varety of positions including auditor,
financial acoountant, accounting mgr, project coordinatar,
and finance maor.

Approachable, Direct, Effective communicator at all levels,
Proactive, Open, Easy to work with

More exposure and training in finance and trust fund
management

gt
Job s
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Depth Chart Profiles for K.S: Wo

oNC
Entitlements — Director 11

Readyl-2 years
Kathy Chang «Accomplishments Set up accounting & inventory mgt processes within AP in
! line with state policies, mitigated legislative audit findings
T from 1999, reducing penalties from federal government
e [ i «Career aspirations Upper level management within Finance division
-Background 16+ years financial experience including Financial
Controller, Sr. Mar. = Cost & Planning, and Auditor

-Interpersonal skills
-Areas of development AR and IT applications
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Performance/Potential Assessment
Finance Division



Leadership Competencies

Besults Orjented

» Establiches sirateqic and opsrational cutcomes to
achiewe desired results

= Ngplies strategies that hawe a specific impadt on the
arganization

= fgplies edra effort i achiewe results

» Haz 3 sense of urgensy in getbing things
accomglished

Behavior/ Conduct

# Discovers, mests and strives to exoeed the needs of
interral and sctemal customens

» Treats customers with dignity and respect

+ Sets the standard for courteous and respectfid
conduct by employess

* Corsistertly works to meet snd sxceerd the needs of
employess and oustomers
lob Kpowledae/Ouality Orjentation

» Knowledge of, and conversant in, the administration
af federal ared state programs

» Uses program kEnosdedge to improve services

Decision Making
» Conducts effective analysi by recognizing
symploms, msues, problems and gathedng datas,

= Develops akematives ered considers the pros and
cong of those albernatives

= Unelerstands the difarence between the urgent and
trivial and responds accordinghy

= Imglements decsions and evaluates the impact of
decigions that have been mads.

Innovation

» fctively sncourages new idess and approsches

= Tdentifies future trends and opportunities and capitalizes an them

* Approariabely chalienges the stalus quo

Maximizing Performance

= Empowers indiidusls and teams to use their diferent talents
effectively

= Regularly reviews and evaluates periormance toward estabiis hed
guals ncluding cperational cutcomes

Developing Others

= [Hires and promotes talent for the fubure

= Delegates tasks or projeds effectively, then follows through

= It an effactive mentar, coach, and devaloper of peogle

] m&w:inmwdimmmm&ln@mﬂm

Communication

= Comrmunicates effectively in spoken and vaitten form

= Comrnunicates in & veay that encoursges opennass and hanesty
= Agddresses correct issues, imeolving the appropriste people
Integrity

= Provides corgistent messages in both public and private selfings
= Models & high level of pereonal condud and ethice

= restes & culture where ethical conduct becomes the norm

Candor/Interpersonal Credibility

+ Provides direct horest, and tactful inpit and feedback
= Shows spprecation far honest fesdbad

#® frcepts coneerns without being offended or defersive

Teamwork

= Openly ard effectively shares infarmation and ideas to
achieve results

= Cortributes construdtively o the bzam decision-making
process

= Values diverse postions which represent diferent styles
and soproaches

Meeting Leadership

= Prepares well for mestings, has & well glanned agenda

» Keeps mestings focused

= Ooses mestngs with & summary and accountaiility for
action

= Is epen and approachabie for problem solving o venting
while mestng

Hegotiation

= Tdentifies and explores all parties” interssts, spresments,
and disagresments

» Sesis oollaboration and appropriste compromise
= Kes=ps arguments Ssus-onented, nob persor-onented



Performance/Potential Assessm

. . omm il " ¢
Finance Division — Hugh Phillips o
BEHAVIOR/VALUES
- HIGH MEDIUM LOW
&
LEVELS - Execytive
Builds enduring . ml Harris
R greamess through a HIGH
E paradodcal blend of
personal humility amd .
S professional will « Jeanie Henry Heil Durrant
level 4 = Effective
U Lsader + Bill Snyder
L Ejat:l_llydzwnnnh'nsnt » Ban Andersen MEDIUM
it of & cl
T e » Elisa Christensdn » Travis Peters
strmulating higher
S performance standands. - JeﬁTaonr
Level 3 - Competent Low
HManager
drganizes people and
resouroes oward the
effective and effident
pursuit of predetermined ..- — o -.- - 1 -.- »
objectives, Problem Prevention Problem Solving Crisis Management
. E T Great is the primary DUSINESS | pecernal ynderstanding of Good to = Mot engaged
Great = Good to Great
= Fully integrated Gmd_h:l Graat . 51:!. IEI:TED{?;E understanding cnmpamT;MI'i:zir;EPE
:nD;:tElrE;Sslrg:a" actrities - staff * Leadership ~ team ownership * Leadership = aware of toals
» Bracticing the Star leadership model ;Emsﬁf mﬁ:ﬁeﬁmﬁm?ﬁ . ’:Df RevORIf s A e

= Everpone engaged
= Demonstrates thorough knowledge of
performance management process
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Performance/Potential Assessme
Finance Division — Hugh Phillips

PROMOTION POTENTIAL

-
F
* Ben Andersen
p  Exceptional = Neil Durrant
E + Elisa Christensen
R
F * Jeanie Henry » Robert Harris
0 Highly
+ Bill Snyder
R Successful
M
* Travis Peters
A
N Successful = Jeff Taylor
C
E
Ready Now 1-2 Years 3-4 Years
* Mo major areas of = One-two major areas of * 2+ major aress of
development development: ent needed
= "Big Picture™ ective = Has some "bi re” perspective + Does not see "big picture”
*EVALUATION CRITERION !!:l.gl years uf::: » 3-4 years m;b:ium pe » Less than 2 yurg :‘euml
CUSTOMER SERVICE experience /training experience /training experience/training
CORE DUTIES
TEAM WORK
PROFESSIONAL DEVELOPMENT
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Exceptional

Highly
Successful

Successful

Performance/Potential Assessi
Finance Division — Hugh Phillips

CERTIFIED PUBLIC MANAGER

DWS Vision:

We will set the national
standard of a high-guality
workforce by being the
employment connecting
paint for employers, job
segkers and the
COMMunity.

HIGH MEDIUM LOW
-
+ Ben Andersen
= MNeil Durrant
= Elisa Christensen
* Jeanie Hefiry + Robert Harris
+ Travis Peters
= Jeff Taylor « Bill Snyder
Demonstrates strong understanding of Dernonstrates basic understanding of Demnonstrates limited understanding of
LS wision and apphes CPM conoepis DOWS wision DS wision
in applying DWS wsion. Demonstrates hasic leadership Lack of leadershio
Dernonstrates advanced leadership Basic understanding of performance Does not understand performance
Maintains thorough krowledge management process management process
af parformance management process Familiar with delegation,work Nat familiar with delegationfwork
Practices effective delagation,fwork contracking contracting
contracting
Effectively communicates o staff

CMS - Attachment 3 « Septermber 2003 « Slide 28



Performance/Potential Asse

Finance Division — Hugh Phillips

Quest Resources Added

Category Certified
2000 2001 2002
Level 1 2 22
Totals Z 22

% Increase in 2002

Developing for Leadership Roles
Formal Career Development

Send 4 Managers to Certified Public Manager
Training

All Supervisors to Attend Quest and Begin
Projects

Accelerating Quest Certification
Regional Certification

Division Certification

Implemented Across Department
Quest and Other Training Completed

Finance Training to Other Divisions

Finance to Assist Quest Project Certification
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Performance/Potential As:

e

5

job
EaTi
. omoa il . o
Finance Division — Hugh Phillips o
Quest/Quality Training
Name Trained/ More Support Comments Actions
Certified Training? Area

Jeanie Henry Trained 00 Training 01

Ben Andersen

Robert Harris Trained 00 Training "01

Hugh Phillips Trained 00 Training ‘01

Elisa

Christensen

Bill Snyder Certified "99 Y Tax Avoid overpayment of Saved $1-$1.5 M/year

Jeff Taylor benefits Training ‘01

Neil Durrant Training "01

Travis Peters Training 01

Jon Chettecks Training 01

Myron Bouwhuis Training 01

JoAnne Green Trained 00 Project Completion 01

Jason Cooper Trained 00 Project Completion 01
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High Potential Employees

Finance Division
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Succession Profile Form

Finance Division Succession Planning
2003
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Succession Planning

Employee Profile Form
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DEPARTMENT OF W0 REFORCE SERVICES
ATCCESSION PLANNING
Emplayee Profile

EMPLOYEE INFORMATION

Esgilowes Lagi Hame Estgi logess Piist Hlaiee

Erploye 1D RagicnDiviricn

Cffice: Pt af Pay:

Hupareisce's Lust Huma Zuparrisce's Frat Hams

Chrrent Poesbon: Farformancs Bstine: Fear

Sruerend P osiiin Fat Deke Vear

SREE Tearg Manihs Tear
EMFLOYMENT HISTOGRY

T SHate Poslibire HAdTaber | |

Ottbar Faniions HeldTiskan |
EDUCATION & SPECIALIZED TRAINING

Erburntion msir af pewrs Highest Duegree Heln:

Sebacl Afterded: Diegees Drtemned Woar

Sebacl Atieided Die gt Dyinimed Yoar

Seback Afiereded e et vt Year

Behacl Adberdad Diagws irianad L

Hibet eelevnnt tramonge'o ourses

Fage 1064 Created on $11200% 10042 A




Succession Planning

Employee Profile Form

C

DEPARTMENT OF W0 REFORCE SERVICES

ATCCESSION PLANNING
Emplayee Profile
LICENEEE ANINOR CERTIFICATER
SHILLE & ACCOMPLISHMENTE
I Hills skt 6 shn | |
Advanond o srhasd Thill &cl\ol:—ssmp.w—urm,uq]:l |
Hotsile Aoonrsjilidimenns [pogent menage s, sl | |
NGUAGE SKILLS
Excallet Pragciuecy Faiz Prurinasy Faes Prufisieers
Spaash 0 Sparath o Spaish ]
Darman ] Qurman O Ouman o
Chunaes o Charmn O Chnass o
Fiderasw o TVirinamese O Titnages: a
[— [} Furmn O Fussian O
Croubin a Croatinng o Cronidn [m]
= T Ok Cthier
Fage 2 of4 Created on $11200% 10042 A
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Succession Planning o
Employee Profile F o
ployee Profile Form Cov®

DEPARTMENT OF W0 REFORCE SERVICES
SITCCESSION PLANNING
Emplaves Profile

LOCATION PREFERENCES (Mauk A1 That Appiy)

ADMINIS TRATION CENTRAL REGION MOUNTAINLAND REGION (Cantrd)
Excutivg Digs 18 OFTa00 O Teitral Fr Eon A 0Fcis i O PBitvre Hedth EC ]}
Adnmatintirs v ] CRESE = Giparsh Fark EC O
Einenoe O Drrwrhbowm ES O
Huswen Rrsmars o Mre BC [m| MORTHERN REGION
Tiresmral Aol E Midvak EC = Hogthem Rrgion fdnmsimion . [0
Legakia ifodinstitn | St C oy B ] Beighai EC (]
[Mfics of Child Cars O Temperay Fasenans O fice (] Charfisld EC O
Tervine Delivers Topport 505 o Tk EC ] Logen BG B
Chrarpioymunt Inmmncn O Wast Valny EC (] Ogden Hedh O
‘Acedgiores Dovaloprant B CRESC [} Ogdan Bouth O
‘Aceigerms Informatian O Fay B O
Werkdcros [nformation Tachralgy [ EASTERN RECION A e Chrrene B O

Eastens Rigron Adiaiods teaficn O
BlarrdingMonhr el B2 o WEFTERN REGION
Caste el BT O Aestein Fegeon Admaistestiocn L]
Mo B2 = Bearver EC -}
Frica EC B Cadur City B2 O
Feeasewek BC B ek EC ()
A1 Lorsiane Wik My Cunnt. [ Vormuad B O Fittrars B2 O
FrgonTimison Sreepiabis Temirtion 0 o
AL LN AR u] MOUNTAINLAND REGION Eonnuh BC O
Mi. Land Fsgnon Admimsioabion, ] s B B
Agwriven Foek EC ] Hephi B2 B
Habar iy B O Pargpuibch B O
Fak Gy B B Rilafielil B2 a
Prowa Etgibiliy Cense = 5. Grosgs EC ]
Fage 3 of 4 Created en 5112005 1042 AM
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Succession Planning o

Employee Profile Form

DEPARTMENT OF WORKFORCE SERVICES
SUCCESSION PLANNING
Employee Prafile
WS POEIT]ONE DERIEED (Merk A1 Thet Apph
EXECUTIVE DIRECTOR OFFICE L & Q© (Corg) SERVICE DELIVERY SUFFORT  WDID- WOREFORCE INFO
Exeruiive Diearioe o uslity Contm] Mg ] 50 T rioe ] AT Digreioe [}
Deguy Coasct oo O auaier o Aspistens FO5 Direrka =] W1 Mager O
Canrtisnt Serrces Specialin D. Equal Orpponumty Officer D Brogran Munager J:I. TG B areszer 1]
Lagin & Fublic Affin Canst. [ Quadity Cortral Suparvizee [ Brogran Sparisint B Fytame R D Maupz [
Trener (-] Senioe Eroonss [}
AOMINISTRATIVE SERVICES LEGAL/ADJUDICATION Esencmist =
ucirain Sarwican Tirarter O Lugsl Zarwizan Diinacior [} UNEMPLOVMENT INSUBANCE Infornution Araynt O
Failities Fluseres O AL Supers (=] ] Dot e = Tt Wb O
Genenl Services Mensge o Admisiis Law oy 0] Assistent Ul Dlecbar -]
Legal Cramnsel (Aitamey) ] U1 Chaef of Benefits | WOREFORCE INFO TECHMLEY
FINANCE ] b £ et eds et e o AT Dhiseatinr O
Eirssiie Dl el [0 oFFICEOF CHILD CARE Adfudiontion Manags = AT Blerwsget O
Birine Menager O offer of Shitd Can Diecier © Pl Akt Blasvages o Diela Bsss Anuilyst [}
Adtoucte O Pvegreds Spenialini O UICT Matsger | ] Tife diuakysh Supeavisee O
o iArt AnE ) AAjeiatian Fop erviice o IT S O
Pushasing S grit O  rEcions il Ak Supervisas =} IT Prosgraduss st Arslyat ]
Feesgiamal Tiirerio o 1 Apesciatist Sug ervisar o 1T AneripstITI [}
HUMAN REFOURCES Begionial M ervget ] AES G -] LA 10 =1}
Hiisad Bs s canios Dipstar O A TR Mg [ ] Brvgran Speridis! o
Him Ele s paboos Fjpevialict [} Fegonal FrogSeer Musage 21
Humen Brspsees Andyst B PogenSpeoiats [ WOREFORCE DEY &INFODIV  ALL REGIOMSDIVISIONS
AT Supervisar =} WD A st Dt ] Ewwiive: Postion =]
INTERN AUDIT & QLTY CONTROL  Acouisd [ ] Bug s SrDesnt Sav Dy, O Ry Digeotas Pesition. [
[rbarmal Skl Dlirachor O e Zarr Ieplornd Dineter [ Flag/Ttix Manager Pastion [
Trntenniad Al W enager o Pokoio [nfoesssiion O Mines (-]
Page g 0fd Created on 81 152003 10:42 A
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EMPLOYEE
ASSESSMENT

&

GAP ANALYSIS
MODULE

CERTIFICATION
MODULE

SUCCESSION
MANAGEMENT
MODULE

TRAINING
MODULE

September 2003
Prapared by DWS-Human Resources

[ Attachment 3: Succession Management Module J




EMPLOYEE
ASSESSMENT
&

SUCCESSION
MANAGEMENT
MODULE

TRAINING
MODULE

(Purchase or Build)

Succession Management Module (SubM) - Overview:

SuMM is an integral solution for the proposed Career
Management System (CMS). SubM, currently being
developed within the Learning Managemeant System (LMS],
i= designed to be a svnergistic solution for accessing,
storing, and mapping career development information for all
OWS employvees. SuMM will enable low security users to
map potential career paths and track their training. High
security users will be able to assign training, identify pools of
potential applicants for vacant positions, and strategically
manage positions within their current division structure.
Target users are DWS employees, all DWS management
teams, and the OWS Human Resource Division.

Yarious OTS applications are currently being evaluated for
the LM project. If a suitable OTS application cannot be
identified, WIT has committed to build an in-house
application for LM, Preliminary system design assessments
indicate LM project status may be elevated from a multi-
division solution to an enterprise solution.

Target Users:
Employees,

Management,

Human Resources

Application:
LM Software

Databhases:
HRE & TEM
LM(?)

Potential Users:
All State Agencies



Success Managemeant Process: Top-to-Bottom Approach

Diractor identifies key position neading to ba filled within 1 year. SubIM he Ips
Director identify potential replacements by using qualification criteria eith ar
SUCC ESS'O H previously built { position driven) or saslectad by Diractor from a list (neads

drivan).
MANAGEMENT
List of potential candidates are provided so Director can see how can didates

MODU LE may fit into position. Potential candidates qualifications and neads ineads ars
(Top-to-Bottom) displayed for candidates from within Director's organization only) are a lso
identifizd so Director can implament training plans if in inadequata numbar  of
candidates are available. An organizational chart tool helps Director to identi fy
possible domino effects if a potential candidats is movad into positio n.

SUMM bulkls Applizant Pool.
Applizant Poal may Increass (faddlonal
Indiduss chooss loapply.

Candidate Saloctod] e——
from Applicant Pool
to Fill Position

Applicant Pool

Poetion wil nead o ks
Mlkd within 1 e
Cirectar uses Subid lIobub a

plan Tor replacing Manage 3

Director

Manager 1 Manager 2 | | Manager 3
{Retring I 1.

DWS Employee
From Cther Division
(Qualified)

I Direct Report

| High Potential

(Qualifiad)
Current Direct Reports

Sl Henlifes and displaysall
Indiviluals who may be quatied kT
pesition. One candklaa (s nol quEnsd
but I= ineraskad in podtion
(sl nomination}

Direct Repeort Direct Report
Standard Potential High Potential
(Qualifiad) (NCW Qualified)
Direct Report Direct Report
High Potential Standard Potential
[Qualified) [Qualified) Mot Currently
Employed by State
* (Qualifiad)
Direct Report Employee
High Potential cﬁgﬁﬁgs
{Not Qualified) Director sends Employee who is Now '
interestad but not qualified Qualified

to training via Training Module. | ] TRAINING
MODULE



Success Management Process: Bottom-to-Top Approach

Employea identifies position(s) of interast by salacting from organization char s,
paosition title, name of current position holder, or position 1D number. Subi
SUCCESSION idertifies qualification criteria for positionis) and any gaps that employes may h ave
ineducation, experience, and KSA's.
MANAGEMENT
MODULE Lists of depatment sponsored courses are provided to Employes so a ca resr
developmeant path can be developad. Onca Employea builds career pathi s)
(Bottom-to-Top) education and training pathways are displayed so Employes can begin anrol ing in
coursas immadiately. (Emploves may only enroll in courses outside of thair cur rant
position description with supervisor approval. Supenvisor will receive notific ation via
GroupWise if employes enrolls in preapproved courses.) Additionally, Employe & can
identify positions to obtain (or job shadow) so0 necessary experence can be ob tained.

Mmployee [ons Applicant Poal when postic
s cpan ko raciuliment. IF sakcled
Employee movas Inkopoelion

i

Applicant Poal

Employee identifies a
Position of interast,
SUMM displays
requiramants anc
potential
Career Path.

Desired
Position

Employee

./F Career Path \

Deasired Positicn Potential Candidate
{Not CI*EI lified)

Mid-Leval Position

Potantial Candidate

Mot Qualified) Potantial Candidate Potantial Candidate
Employee receives
Assessment and
%ﬂp fl“al‘ﬁif’- Entry Level Position Now @ I_E_”Ejlf':"!'ﬂg Bath
[Employee nat ‘ A {Mow Qualified for Carser Path)
Qualified for &, (ualified) - J
Carzer Path
displayed by
SuMnL.) Employes
Completes
assesswenT [T NRRUPRN
mployee uses Gap Analysis to Employes now
& salect courses available 3 TRAINING Smﬂified
in Training Madule. Enrolls MODULE and Records
GAP ANALYSIS in internal andexternal courses.

are Updated.

MODULE



